








Read the following paragraphs and maybe 
you’ll decide, ‘I need a little more color in my 
life... my typewriter life, that is.” 


The famous Royal Standard now comes in green, 
brown, gray, blue, ivory and pink. 


Yes, Royal Standards in color give a lift to your 
work as well as to your spirits. Royal’s famous 
“Magic’’® Margin makes margin setting easy. 








To the secretary who feels “this isn’t my day” 


“‘Touch Control’’® lets you suit the feel of the 
machine to any touch. Royal’s scientifically de- 
signed keyboard lets you type faster, easier. 


Royals are durable...take less time out for re- 
pairs...are preferred 24 to 1 by people in business 
who type. 

Ask your Royal Representative for a free trial 
and demonstration. No obligation. 


QYADL standard 


electric + portable + roytype® business supplies 
Royal Typewriter Company, Division of Royal McBee Corporation 




















when . . . ridiculous as it might seem, she 
uttered a fervent ‘thank you" intended NOT 
for her dancing partner . . . but for that 
pleasant Panama-Beaver man. 


Panama-Beaver men don't ordinarily look for 
thanks but they get plenty of them anyway. The 
gal doing the Mambo was simply overwhelmed 
with gratitude. Panama-Beaver Carbon Paper 
lightened her typing chores as much as 50% 
by producing sharper, more legible copies, 
plus the fact it permitted the cleanest erasures, 
stopped carbon smudge and streaking. Doing 
the Mambo she NEEDED that extra energy. 


Perhaps you don't dance. Yes or No, you'll feel 
better, work better when you use Panama-Beaver 
Carbon Paper. Have the Panama-Beaver man show 
you with the dramatic “Split Comparison” test . . . why 
your present Carbon saps your energy. 


And while he’s there he’ll give you a 
certificate for 2 FREE half hour Dancing Lessons 
at your nearest FRED ASTAIRE DANCE STUDIO. 


Photo posed for by 
instructors of Fred Astaire 


“ance wiutiot p= Mail Coupon NOW! - = -= 
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MERIDIAN EVR-FLAT CARBONS - EYE-SAVER UNIMASTERS - LUSTRA COLORFUL INKED RIBBONS. 
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ASK HIM FOR THE NEW 
UNDERWOOD ELECTRIC 


...1t¢ makes -you 


both look good ! 


Diamonds may be a girl’s best friend in musical 
comedies, but in the office the New Underwood 
Electric wins hands down. It has so many extra 
features, including—to name just two—electric 
ribbon rewind and air-cushioned carriage return! 

Chances are you’re an Executive Secretary (or 
soon will be). Isn’t it time you enjoyed the mark of 
your success, a typewriter as precious as Cerulean 
Mink, a New Underwood Electric? 


PS. Try these persuaders on your boss: 
* You'll get work out 14% to 37% faster! 
* Every letter will be crisp, sharp, distinctive! 
* Many handsome type faces to choose from! 
* Smart new styling spruces up your office! 
If he resists, drop us a line and we’ll rush reinforce- 
ments! 








STOLE BY REVILLON 
JEWELS BY HARRY WINSTON 
TYPEWRITER BY UNDERWOOD 


UNDERWOOD ONE PARK AVENUE, NEW YORK 16, N. Y. 









WITH THE Exctusive ECONOMIZER BOX 


PATENTED EFFICIENCY 
in CARBON use 


(1) Automatic alignment. 

(2) Automatic rotation of sheets of carbon gives 25% 
more wear. 

(3) Automatic warning of last typing lines. 

(4) World's easiest and most convenient carbon to 
handle. Hands do not touch the coated surface. 

Distributed by Kee Lox Branch Offices in Major 

Cities and by a Growing Network of Authorized 

Dealers. 

Samples sent only on request when letterhead of 

company is used. 


DEPARTMENT S4 
Kee Lox Mfg. Co., Rochester 1, N.Y., U.S.A. 


Kee Lox “Pal” Erasaguard 
each 50c in any quantity. 
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. that there is nothing quite so frightening as a new 
page—a page upon which no word has been written, no 
picture drawn; a page to be filled with the story of deeds 
not yet done; to be decorated with scenes not yet played; 
to be blotted here and there, perhaps, with tears not yet 
shed. 


It seems to me 

. that there is nothing quite so challenging as a new 
page—for we know not what the page will hold when the 
time comes to take one last look at it, longingly, perhaps; 
perhaps thankfully; we hope with pride—before turning it 
with a firm hand to present to those who will follow us on 
a new page . . . waiting to be filled. We know only that 
the page which has been presented to us—empty—will tell 
only what we place upon it. 


You—the Members of The National Secretaries Associa- 
tion (International )—have given us the waiting page. Be- 
cause it is your gift to us, given freely with faith and con- 


fidence in us to fill it well, the frightening aspects of a new 
page will fade quickly .. . leaving us only the challenge 


to be met. 


Because the Challenge is also your gift to us, presented 
freely with faith and confidence in our courage to accept, 
we accept it with humility, with pride and with our pledge 
to you to uphold the standards of our Association and to 
promote its programs to the best of our ability. 


It seems to me 

... that there is no better place than this, the first para- 
graph on the 1955-56 page of NSA’s History to present to 
you those who will write the words which you dictate; tell 
of the deeds you do; decorate the page with the scenes you 
play. May I present the “ghost writers’ whom you have 
chosen to write upon the empty page which you have pre- 
sented to them—your National Board of Directors: Martha 
Rosamond, NWVP; Clare H. Jennings, NEVP; Jeanelle B. 
Walker, SEVP; Eleanor Lavelle, SW VP; Margaret Treanor, 
Secretary; and Helen A. Moe, Treasurer. 


CASSANDRA D. WATERMAN, 
President 
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HOW ROYTYPE HELPS YOU GET THE 
MOST OUT OF A TYPEWRITER 


No typewriter can give you the sharp “write” it was built to 
deliver unless it has the proper ribbon. 

Nor can it deliver easy-to-read, no-smudge carbons, if the 
carbon paper is not made by experts. 


On both counts, Roytype can help you. 
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Why Park Avenue® silk ribbons give you a “plus” 






The silk in these ribbons is closely woven, 


Clear, clean, sharp characters depend on a 
too. This allows the ink to flow into the 


sheer, closely woven ribbon impregnated 


with the correct ink. 


The thinness of the silk in Park Avenue 
Silk Ribbons allows the type to get closer 
to the paper. When this happens you get 
a better impression. For the same reason, 
you also get better carbons. 


used spaces quicker. 

The extra yardage (18 instead of the 
usual 12) allows the ribbon an additional 
rest period after leaving the typing point 

. . another “plus” meaning longer wear 
and better-looking letters. 


Why Park Lane® carbon paper is the 
finest on the market 


You’ll notice at once that this carbon paper leaves 
no feed-roll marks and does not curl. 

Cleanliness comes from the superior carbon tissue 
Roytype uses and the exacting care with which the 
carbon paper inks are applied. 

Why doesn’t Park Lane Carbon Paper curl? It is 
unlike ordinary carbon papers in this important 
respect. It has a plastic backing. 


ROYTYPE (leo CARBON PAPER 
Call your ROYTYPE Representative 


Look under ‘Typewriter Supplies” in the classified 
telephone directory. 





R 
ROYTY PE » » e quality supplies for all business machines. Roytype, a department 
of Royal Typewriter Company, division of Royal McBee Corporation. 
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by WALTER R. STROTHMAN, C.P.A. 


CONSOLIDATED FINANCIAL STATEMENTS II 


AST MONTH we noted the distinction between con- 
L solidated and combined financial statements. To clear 
up a typographical error in last month’s issue and to 
facilitate this month’s discussion, we repeat the chart, show- 
ing the ownership or control relationship of three compa- 
nies and one individual: 





ai 


an individual 





| 


a ie | | 


| A Company | 


| 


| C Company | 








| B Company | 














From the previous discussion, we learned that A Com- 
pany’s assets plus C Company’s assets, minus inter-company 
accounts result in consolidated assets. On the other hand, 
A Company’s statement plus B Company's statement* would 
be referred to as a combined statement. 

Now suppose A Company sold products to C Company, 
and that C, in turn sold all the products to the general pub- 
lic, along with other products purchased elsewhere. Their 
individual statements would appear as follows: 





ACompany C Company 

















Sales: 
To outside customers $100,000 $80,000 
To C Company . 50,000 - 
Total sales . $150,000 $80,000 
Cost of goods sold: 
Purchases from outsiders $120,000 $14,000 
Purchases from A. o.....cccccccccsoo - 50,000 
Total cost of goods sold ....... $120,000 $64,000 
Gross profit on sales . $ 30,000 $16,000 
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Common sense tells us that one cannot make a profit by 
selling to oneself. If C is owned 100% by A, no profit ac- 
crues to A, merely by selling products to C. In the example, 


ve$50,000 of C’s cost of Boods sold was purchases of goods 


from A. Similarly $50,000 of A’s sales were made to C, 
which A owns and controls. In preparing a consolidated 
statement for A and C, we must recognize that in the sales 
of A to C, nothing happened as far as O is concerned. 
Therefore, in consolidation, we eliminate A’s sales to C and 
C's purchases from A. This elimination will have no effect 
on the combined profits, because all of the goods were re- 
sold by C. 

If C had not sold all of the goods purchased from A, we 
would have to reduce the consolidated profit and the con- 
solidated inventory to show that some of A’s profit on sales 
to C had not been realized by resales to outsiders. Such 
profit is called unrealized inter-company profit in inven- 
tories. 

Another interesting situation arises when the parent com- 
pany owns less than 100% of the subsidiary company. 
Thus, if A owned only 90% of C, the remaining 10% 
would be called minority interest or minority equity. The 
minority equity is not eliminated in consolidation, but rath- 
er is shown as a liability arising from the fact that outside 
interests own less than a controlling interest in the sub- 
sidiary. 

Another term is worth knowing in connection with con- 
solidations. If C happened to own, say 5% of A, its own 
parent, we would refer to that relationship as “reciprocal 
stock holdings” or reciprocal ownership. 

The thing to bear in mind is that a consolidated state- 
ment is an attempt to reflect the financial condition or the 
results of operations of two or more companies as if they 
were a single enterprise. It is only natural that the dealings 
within the larger enterprise would be excluded or offset, so 
as to show financial condition and operating results in re- 


lation to outsiders or owners. 
* italicized words were inadvertently omitted from last month’s 
article. 
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Experienced secretaries know the value of Durametric Carbon 
Papers. And they’ll take steps to get it too. For they recognize 
Webster’s MultiKopy Durametric as the carbon paper with “plus 
values.” Balanced formula construction for longer wear and the 
Shurflat treatment to resist curling are two of the big pluses. And 
each sheet is thoroughly inspected to insure its performance. 


Another big “‘plus’” is the Webster Micrometric Scale Edge on 
each Durametric sheet. This exclusive Webster feature measures 
typing space — prevents running over. And the uncoated scale 
edge keeps fingers and copies clean. 

There’s a MultiKopy Durametric weight, finish, and intensity for 
every typing requirement. Let your stationer show you how 
Durametric will mean more economy and better work in your 


office. 


Free Sample. WRITE on your office letterhead specifying make 
of typewriter and number of carbons usually required. 


P.S. The F. S. Webster Company makes fine cotton, silk or nylon 


typewriter ribbons too! 


F. S. WEBSTER COMPANY 
9 Amherst Street, Cambridge 42, Mass. 
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letter writing can be fun Se 





by ATHENE HENSLEY, San Diego Chapter 


credit, so there are seven “Cs” in 
effective letter writing. The first 
“C” is COMPLETENESS. 

No matter how beautifully the letter 
is spaced on the page or how neatly it 
has been typed, your letter will lose its 
effectiveness if it does not tell the com- 
plete story. Each dictator should plan his 
letter so that every point is well covered. 
Before dictation, read the message to be 
answered and, if it is of help to you, 
note on the margin of that letter the 
points you wish to cover. Often fresh- 
ness and sincere reactions can be cap- 
tured by jotting down your first impres- 
sions or your first fleeting ideas as you 
read the letter for the first time. 

Like a builder, draw up a blueprint to 
be followed closely. Overlook no im- 
portant point and follow always this im- 
portant rule: “Say enough, but JUST 
enough!” Before you begin to dictate, 
visualize the reader to whom you are 
writing. Picture as well as you can how 
he looks and acts, for in so doing you 
assume the all-important “You” attitude 
and best express the friendly spirit of 
your firm. Next, collect your raw mater- 
ials, the facts and figures which will 
give your reply its value. Third, organ- 
ize the material to see which elements 
come first and which last. Check your 
material to see it is complete and all 
points are well explained. You not only 


J: AS there are the three “Cs” of 
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will save time for yourself but in the 
long run you will not waste the time of 
your secretary . . . and in business, time 
is money! 


COURTESY 

The second quality is Courtesy, which 
is simply an attitude of the mind. Cour- 
tesy strengthens every message. Your 
letters represent your firm and they must 
show your friendliness. On our letters 
depend, to a large extent, the customer's 
good will and future business. Courtesy 
can best be reflected in your letters by 
thinking first and foremost of the read- 
er of your letter. This consideration is 
called the “You” attitude. Put yourself 
in the other fellow’s shoes; make his in- 
terests your interests; interpret your 
business through Ais eyes, for 

“To sell John Smith 

What John Smith buys, 
You must see John Smith 
With John Smith’s eyes!” 

Put things in terms of the second per- 
son instead of the first. For example, 
rather than to dictate, “I have your letter 
of June 1 asking for information regard- 
ing our product,” you could say, “Thank 
you for your letter dated June | and for 
your interest in our new paper towel 
system.” This thinking of your reader 
and his feelings is just another evidence 
of good manners and your firm’s friend- 
ly attitude. 





We cannot stress “friendliness” too 
much for it is the cornerstone of. good- 
will, growth in business and ultimately 
a better world in which to live. The 
business firm that emphasizes a friendly 
spirit and a “You” attitude is the busi- 
ness that grows and prospers, all other 
things being equal. Since letters are so 
very important to business, please try to 
reflect a sincere spirit of friendship and 
cooperation in each one that leaves your 
desk . . . it will pay in the long run! 


CONSIDERATION 


Closely allied with courtesy is the 
third quality of a good letter, Consider- 
ation. Let the reader come first; let him 
know you wish to help him. Be sincere 
for if you are sincere and you can show 
your reader you have something for him 
or are offering him something for his 
own personal good, you break down the 
wall between you at once. Invite is 
action and then make it easy for him to 
comply. Before you begin to dictate, 
consider: 1. The person to whom you 
are writing. 2. Why he should be inter- 
ested in your letter. 3. What you can 
say that will arouse his interests. 4. The 
most effective way of saying it. 

Although many of you may not actu- 
ally write the letter you type, still you can 
help your department head by tactfully 
directing his attention to the tone of the 
letter; by knowing the public relations 
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value of a well-typed, well-spaced letter; 
and by being sure the letter is grammat- 
ically correct and contains no misspelled 
words. 


CLEARNESS 

Just as an automobile gathers swift 
momentum down a wide straight rib- 
bon of highway, so does the mind gath- 
er mental momentum if it, too, may 
travel down a straightaway of clearly 
framed thought. Clearness, the fourth 
quality, comes from a careful plan. The 
careful letterwriter chooses the chief 
point he wishes to make and sticks to it. 
Each letter must have a central idea or 
“corethought.”’ The first sentence of your 
letter is the headline; it is your oppor- 
tunity to flash the meaning of this par- 
ticular communication—the key to your 
message. From this beginning develop 
your “corethought” by giving facts and 
particulars or by setting forth reasons 
and examples. The last sentence is like- 
wise important. It should sum up the 
point of your letter; it should bring final 
focus on the action desired; and it 
should leave an echo of courtesy in the 
reader’s mind. To the businessman there 
are few things more practical than the 
ability to use words as they were meant 
to be used, for it is as great a social er- 
ror to dress your thoughts in slovenly 
clothes as it would be to dress yourself 
in a slovenly manner. Strive to build 
your vocabularly with picture words, 
words that show movement, or words 
that are vital and sharp. Nothing is 
more monotonous than repetition in a 
letter. The secretary must have at her 
command a mastery of English and spell- 
ing, for it is her part in the play of 
words to bring groups into effective 
sentences and paragraphs and to punc- 
tuate them so that the meaning is em- 
phasized rather than obscured. Letters 
that are full of errors and which make 
damaging impressions are a loss to the 
sender. Errors amuse or irritate the read- 
er but in either case there is loss of re- 
spect for the sender. Make simple clear- 
ness a part of your expression—stick to 
the point! 
CONCISENESS 

Many people labor under the delusion 
that letters must be pompous in style. 

(continued on page 33) 
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How ho Get Your FREE Ribbon With your present carbon 


paper ribbon, type this line on your business letterhead: “Saw ad in Sept. 
The Secretary.” Include typewriter make and your name. Mail to Columbia 
Ribbon and Carbon Mfg. Co., 529 Herb Hill Road, Glen Cove, N. Y. 
*NOTE: Carbon ribbons dg not fit fabric ribbon-using typewriters. 


RIBBONS - CARBONS - DUPLICATING SUPPLIES 
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pecrervary 


taries, one of the most difficult and time consuming 

is that of the Committee on Qualifications. This 
committee, headed by Mrs. Mary Weber, recently sent me 
a number of suggestions for those of you who are planning 
to apply to take the 1956 CPS examination. They are based 
upon the problems encountered most frequently in 1955. 
If each of you will study carefully the comments here, it 
will not only simplify the work of the Qualifications Com- 
mittee but will assure you that your application will be pro- 
cessed quickly and efficiently. 

1. Applicants are not “restricted” to sending in to the 
Qualifications Committee only the information specifically 
requested. Many times if the applicant would submit addi- 
tional information to clarify some of her responses, the 
material could be used advantageously in evaluating the ap- 
plication. 

2. Whenever necessary, the committee will work direct- 
ly with the applicant in obtaining complete information. 
However, due to the time-factor involved, it would facili- 
tate processing if the applicant would send all available in- 
formation to the Kansas City office with the application. 

3. Each applicant must give all the information re- 
quested. Topflight secretaries should know this is essential 
and that failure to do so will result in delay in processing 
the application. 

4. Each applicant should request permission from all 
her references to use their names and should be sure her 
employers understand the purpose of the CPS program. 
Many times applicants have not discussed the program with 
their references and consequently the references are slow in 
returning the verification forms. In such cases this means 
the Qualifications Committee must mail out additional re- 
quests to the references which results in further delay. The 
applicant should assume responsibility for securing the 
whole-hearted cooperation of her references before submit- 
ting their names on her application. 

5. Only “verified” employment is accepted by the Quali- 
fications Committee. If the employer is not available, some- 
times references can be obtained from an officer of the 
company familiar with the applicant's work. Oftentimes 
when a former employer cannot be contacted, the applicant 
may have an open letter of reference from him which can 
be sent to the Qualifications Committee. Here again, the 


O’' ALL the jobs on the Institute for Certifying Secre- 
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by DR. RUTH I. ANDERSON 
Dean, Institute for Certifying Secretaries 


responsibility for supplying information to be used for 
verification of secretarial experience rests with the appli- 
cant, not the Qualifications Committee. 

6. Applicants should remember that all work experi- 
ence is not necessarily on a secretarial level. The CPS bro- 
chure states that only “successful employment as a secretary” 
may be used to meet the experience requirement. The only 
way in which the committee can evaluate the level of this 
experience is through a high-level endorsement of ability 
by the employer. 

7. Both age and experience requirements are computed 
to the deadline date for filing applications. Therefore, if an 
applicant will have the required experience or reach the 
age of 25 at any time before December 15, she need not 
wait until then to file her application but should send it 
to the committee as soon as possible. On the other hand, if 
an applicant does not have the required number of years’ 
experience or is not 25 by December 15, the application 
will be rejected even though she may meet the requirements 
before the examination is administered in May. 

8. All information supplied by the applicant and the 
employer is confidential. The applicant need have no hesi- 
tancy in sending the information to the committee. After 
evaluation, all personal papers will be returned to the ap- 
plicant if she requests them. 

9. Because of the variance in duties between govern- 
ment and private employment, it is very important that 
Civil Service employees send a verified description of their 
duties and responsibilities as well as their rating classifica- 
tion. 

10. Since many applicants desire to undertake some type 
of study program, the Qualifications Committee makes 
every effort to mail letters of acceptance or rejection to 
applicants promptly. Because a complete written analysis of 
a rejected file would usually take twenty to thirty minutes, 
an explanation is not made in the letter of notification. 
However, the committee is glad to receive letters from such 
candidates at any time and makes every attempt to reply 
promptly. 

11. Remember, early application is helpful not only to 
the applicant in allowing additional time for any possible 
difficulty in obtaining references, but also to the Commit- 
tee on Qualifications. If you have not already done so, why 
not send in your application today. 
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THE JOB-PROVED 


Smith-Corona ELECTRIC 


with the most efficient keyboard ever designed | q 






HERE is the finest of all electrics... proved on the job in all 48 states. Oper- 
ators are enthusiastic about its exclusive Keyboard Slope, scientifically sloped 
to fit natural finger movement. And more of the operating controls are located 
in the keyboard area than on any other typewriter! 

It is the fastest electric ever built with a tireless, 
effortless touch. Its write is beautiful, sharp, even 
and distinctive. You enjoy top speed with less fatigue. 





Phone today for a revealing ten minute demonstration of this beautiful 
typewriter, already job-proven for efficiency by American business. 


SMITH-CORONA INC SYRACUSE 1 N Y BRANCH OFFICES OR DEALERS IN PRINCIPAL CITIES 
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NEW! 
SMITH-CORONA 
CARBON-RIBBON 


ELECTRIC 

for the finest in executive 
correspondence see this 
Dual-Purpose machine 
demonstrated. 
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The Alvin Corporation ALVIN STERLING 
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The Gorham Company 
eo OF Srtem 
The International Silver Company 
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Samuel Kirk & Son, Inc. 
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Lunt Silversmiths 
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Reed & Barton Ss 
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Sterling 


ding or anniversary gift, and you're 

thinking hard. You want a useful 
gift, yet one of lasting beauty—a gift 
that not only the couple will admire, 
but their family and guests as well. You 
choose Sterling! 


‘ " YOU'RE casting about for a wed- 


To make the wisest choice of sterling, 
and to get the best value for your money, 
you will find it helpful to understand 
certain terms. 


Sterling, also called “solid silver,” is 
an alloy of 924% pure silver and 712% 
copper. Since pure silver alone is too 
soft for everyday use, copper is added to 
give it stiffness and wearing qualities. 


Flat Silver is the trade term for 
knives, forks, spoons and serving pieces. 


Holloware is the trade term applied 
to dishes, plates, bowls, pitchers, salt 
shakers, candlesticks, tea sets, trays and 
all other hollow articies. 


Silver Plate is either flat silver or 
holloware made by coating base metal 
with pure silver using the electro-lytic 
process. 


Nickel Silver, also known as German 
silver some years ago, is not silver at all, 
but a composition of copper, nickel and 
zinc used as a base metal for plated flat 
silver. 


Sheffield Plate is a type of silverware 
fabricated in Sheffield, England, between 
1750 and 1840. It was made by the 
original process of sweating or fusing 
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silver on copper. Original Sheffield is 
today found only in museums and pri- 
vate collections, and virtually none of it 
is available in stores. 


Bright finish means a highly polished, 
mirror-like surface. 


Butler finish, also called grey finish or 
French grey finish, is a velvety luster 
which used to take years of hand rub- 
bing to achieve. Today this luster is ac- 
complished by buffing and polishing. 


Patina is the soft lustrous finish ac- 
quired by sterling only after years of 
usage. 


Oxidizing is a method of accentu- 
ating the beauty of sterling design by 
applying a chemical which darkens the 
metal wherever applied. 


Chasing is decoration done by hand 
with small tools and punches forced into 
the metal. 


Engraving is a process of hand dec- 
oration produced by cutting into the 
surface of the metal with fine engraving 
tools. 


Embossing is a process of decorating 
by striking or impressing the metal with 
a die. 


Etching is a process of decoration 
produced by eating the design into the 
silver using nitric acid. 


Hall Mark is a mark stamped on gold 
or silver articles in England to indicate 
their purity. In America the hall mark 
is the word sterling accompanied by the 
name or mark of a reputable manufac- 
turer. 


In buying sterling for a gift—or for 
yourself, for that matter—it’s smart to 
remember that many pieces Jead a “dou- 
ble life’—some even a “triple life.” For 
example, the salad fork doubles as a fish 
fork. It’s also perfect for firm desserts 
such as pie and cake. The gravy ladle 
gives splendid service for cream dishes 
such as chicken a la king—fine for gen- 
erous servings of dessert sauces too. 


The after-dinner coffee spoon is use- 
ful for baby feeding, stirring Old-fash- 
ioneds, or serving horse-radish and must- 
ard. The flat server is very practical for 
serving any food which is hard to bal- 
ance on a regular tablespoon—fish cakes, 
fried eggs, waffles, jellied salads. 


The butter knife is ideal on the cheese 
tray, for relishes, jams and jellies or hors 
d'oeuvres. The olive or pickle fork serves 
lemons, picks up butter pats. The sugar 
tongs are at home on the candy dish. 
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Use the pie or pastry server for aspics 
and frozen desserts. The soup spoon 
serves sauces as well. The cold meat or 
buffet fork serves chops and food served 
on toast—also, a variety of platter sal- 
ads. The iced beverage spoon stirs iced 
coffee or tea, fruit drinks, milk shakes, 
mint julep and the like. 


Salt and pepper shakers double charm- 
ingly for small flower arrangements for 
trays and side tables. Sugar bowls can 
serve as Cigarette containers or hold vio- 
lets enchantingly. Sauce boats on sauce- 
less days serve candy, nuts, olives and hot 
tidbits. So does the baby’s porringer. 


Serving dishes look magnificent hold- 
ing fruits and shallow flower arrange- 
ments — handsome for sandwiches, ice 
cream and cold meats too. Water pitch- 
ers are impressive cocktail servers . . . 
or serve as vases for full arrangements 
of long-stemmed flowers. 


As you can see, if you buy your gift 
with these varied uses in mind, you can 
get much more for your money. The 
name given a piece does not always re- 
veal its full range of possibilities. 


According to bridal tradition, the 
bride’s parents give the couple flat silver, 
and the groom’s family assumes the gift 
of holloware. Relatives and friends add 
as many place settings or special pieces 
as the couple’s collection requires. When 
buying flat silver, it’s wise to buy com- 
plete place settings, rather than pieces- 
by-the-dozen. The basic place setting is 
six pieces. It consists of a luncheon or 
dinner knife and fork, teaspoon, soup 
spoon, salad fork and butter spreader. 
Each of these pieces is essential for ev- 
eryday use and all are required for even 
the most informal entertaining. 


If the couple goes in for entertaining 
with buffets, bridge luncheons or formal 
dinners, additional place pieces are very 
helpful. A second teaspoon, for example, 
may be added to provide a different 
spoon for coffee and dessert. Other 
pieces might include the cocktail fork 
for seafood, little coffee spoons for demi- 
tasse cups, a large dinner knife and fork, 
and the dessert spoon, which is used also 
for cereals and clear soups. 


Among the useful serving pieces need- 
ed at the very beginning are table serv- 
ing spoons. Two are desirable—one for 
potatoes and one for green vegetables. 
Three are preferable. And a butter knife, 
sugar spoon, salad set, gravy ladle and 
jelly server are others that should be 
added. 


(continued on page 34) 
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You will advance | 
faster in your career | 
if you have been j 
well-trained in an | 
accredited school— | 
and if you acquire 
the EraserStik habit 
early. 

EraserStik is differ- 
ent. It is a modern, 
slim, pencil-shaped, 
wood-encased eraser 
that erases a single 
letter without marring 
the rest of the word. 
It sharpens just like 
a pencil. 

If you want praise 
instead of criticism, 
use EraserStik. For 
typewriting, pencil or 
ink. Get a few 
today. 

TEACHERS: FREE 
sample available for 
class demonstration. 
Write on school 
stationery. 

For best results 
expose rubber point 
about 3/16”. 








RICE 0s.0.7099 
a poe ee es PPR Tie 


_ AWFaBER GRASERSZIK Gis 





Bed Base 


SRS 























A.W.FABER-CASTELL 


PENCIL CO., INC. NEWARK 3, N. J 








Constancy, Cooperation 
and Success........ 


An Address by Ivy Baker Priest, Treasurer of the United States, 


before The National Secretaries Association (International) 






at its National Convention in Chattanooga, Tennessee 


noted, is one of Disraeli’s favorite quotes—‘“the secret 
of success is constancy to purpose.” It takes constant 
effort to achieve success—constant, untiring, behind-the- 
scenes work. To the uninitiated, to the casual observers, 


pe THEME of this NSA National Convention, I have 


success may appear to come easy for some; indeed they may 
be inclined to attribute it to luck. Disraeli, however, has 
wisely stated that it takes constant striving to succeed. As 
he and others have implied, success is compounded of a 
little more determination, a little more pluck and a little 
more work. Success does not alight by chance on a favored 
few but comes to those who continually endeavor to move 
forward. Success calls for forward movement, for continual 
adaptation to change. 


In this country we have been moving forward from one 
new conquest of nature to another, from one new social 
advance to another. Education is fitting our people for new 
and interesting adventures in living. 


To describe the challenge of the fast-moving world of 
today, we have built a new vocabulary. A good example is 
the word dynamism. Everybody uses it today. A political 
policy must be a dynamic policy. A public program must 
be dynamic. 

The word is from the Greek dynamis, I’ve been told, 
meaning power. It conveys to us something more in the way 
of explosive growth. Modern research and invention, the 
atomic bomb, the newer chemicals have stirred our imagina- 
tion and desire for change. A new population spurt has 
pressed for new schools, new houses, new occupations. 
Change is everywhere about us. 


I would like, if I may, to say a few words with respect to 
the changing views as to the role of women in society. 
Their wholesale emancipation from the drudgery of kitchen, 
laundry and cellar is one of the dramatic phenomena of our 
times, carrying with it vast enrichment of the intellectual, 
social, religious and political life of the nation. A little more 
than a hundred years ago, in the 1840's to be more exact, 
the first whispers of the ideas of independence for woman- 
hood were heard. Susan B. Anthony, Lucretia Mott and 
their gallant followers fought long and hard to improve the 
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lot of womankind, to bring them legal, social and business 
equality. Progress was piecemeal and discouragingly slow. 
Women who ventured to earn their living in business or 
government were generally regarded with raised eyebrows. 


In spite of stubborn opposition the women’s rights move- 
ment steadily gained ground. By the turn of the century 
many states had passed legislation providing for legal recog- 
nition of the married woman, allowing her to own property, 
act as guardian, executrix, or administrator of an estate, sue 
and be sued. Some states had gone so far as to grant limited 
suffrage in school elections to women. It was not until the 
passage of the nineteenth amendment in 1920, however, 
that women were granted full legal equality. Now there are 
over nineteen million females, young and old, working in 
this country. Opportunity and reward are no longer denied 
a woman simply because she is a woman but only when she 
is incapable, untrained. Women now hold important execu- 
tive positions in business. They have been elected mayors 
of some of our cities and governors of our states. They have 
been appointed to responsible posts in the President's cabinet 
and have been elected to Congress. The present Congress 
in Washington has seventeen women members, one in the 
Senate and sixteen on the House side. That’s an all time 
high. Dean of the contingent in years of service is Edith 
Nourse Rogers who came to Congress as her late husband’s 
successor in 1952 and has been there ever since. 


Let’s take another backward glance to measure progress 
made by women in industry. In 1870, the majority of the 
two million women employees in the United States worked 
as domestic servants, dressmakers or in various trades as- 
sociated with cloth and textiles. Only a small number found 
employment as clerical workers. Surveys in 1955, on the 
other hand, reliably show that women constitute over fifty 
percent of the office workers of the nation. I'd like to say 
that this remarkable achievement was entirely the result of 
recognition of women’s superior talents in performing office 
work. But there’s more to it than that. Others have asserted, 
and I’m in no position to dispute them, that more women 
owe their presence in the business world today to the type- 
writer and the various forms of work associated with it than 
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to anything else. It did more to change the pattern of office 
work than the inventions of the gas and electric engines put 
together. It opened the doors of the office to increasing 
numbers of women. 


Despite the phenomenal growth in production of auto- 
matic office equipment, automatic files and electronic think- 
ers, the human office worker is still in great demand. The 
age of televoice, automatic letter folders and openers, post- 
age meters, quick addressers, calculating machines, desk 
shred masters, posture chairs and scientific gadgets of all 
sorts may slow down the rate of increase in numbers of 
office workers but demands for them will not shrink. Re- 
quirements for services of competent women clerical em- 
ployees are mounting and will continue to mount. 


In numerous situations, typists pioneered as the first 
women on the company’s office payroll. They performed 
their typing duties so competently and at the same time ac- 
cepted other responsibilities of office routine so naturally 
that they soon won recognition as secretaries, as the right 
hand man of the bosses for whom they worked. 


In 1922 Arthur L. Church wrote a tribute to the newly 
recognized woman secretary. It is as true today as at the 
time of its composition over twenty-three years ago. He 
wrote: 


“There's many a weary businessman, 
renowned from sea to sea, whose 
burdens have been lightened by a 
faithful employee, whose woman's 
instinct, highly trained, and 
quicker than his thought, forsees 
the thing that should be done then 
does it as she ought.” 


Secretaries execute the thoughts and orders of business- 
men. They have become such an important element in the 
business world of today that it is said, and this I do not 
doubt, should secretaries quit one week, business would be 
at a standstill. More noticeable harm would be done than 
if businessmen themselves stayed out a month. 


Entrance of secretaries to offices increased executive effh- 
ciency from fifty to ninety percent it is variously estimated. 
From a dollars and cents viewpoint, secretaries have more 
than justified their positions. The cold routine of business 
has been softened by the charm and graciousness of woman 
as expressed through her gentle manners, excellent groom- 
ing, fine speaking voice and pleasant facial expression. Her 
over-the-phone voice, warmth, graciousness, self-possession 
and cheerful response to emergencies have time and time 
again smoothed out the most hectic office problems. 


A secretary is—but I'll let survey statistics speak for 
themselves. The average secretary in the United States, one 
survey has reported, is a female, approximately thirty-two 


. The Secretary—September 1955 



















Cleans type CLEANER! 
Handy dauber whisks 
away dirt and goo in sec- 
onds! Non-inflammable, 
absolutely safe. Slow- 
evaporating, hence eco- 
nomical. Look for the 
smart new orange-and- 
blue carton on your 
dealer's shelves. 
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and typewriter dealers 


years old, with twelve years of experience in her work. She 
can take dictation at one hundred twenty words a minute 
and transcribe at seventy. She is adept at spelling and punc- 
tuating, detecting grammatical errors, developing and main- 
taining filing systems, greeting callers, handling telephone 
calls, reconciling checking accounts, preparing statements 
and reports. She is intelligent, alert, interested and agree- 
able. She possesses a good memory, keeps confidences, is a 
mind reader, shows no prejudice, possesses a strong sense 
of loyalty and is smartly groomed and dressed at all times. 
The typical secretary possesses abundant, fine qualities. 


Yet hers is no bed of roses. The story is told of the girl 
who went to the personnel office to apply for a job. During 
the interview the personnel officer asked her to describe her 
previous job and she replied, “I was a secretary. I had to 
look like a girl, think like a man, act like a lady, show 
horse sense and work like a dog.” 


I would like to see secretaries secure professional recog- 
nition, and I wish to congratulate your organization, The 
National Secretaries Association (International), on the 
commendable start you have already made in this direction 
by conducting examinations and certifying qualified can- 
didates as certified professional secretaries. 


It may be that you have heard the story of how Duvern, 
the famous English art connoisseur, took his little daughter 
to the beach one day but could not get her to go into the 
chilly water. After persuasion failed, he borrowed a tea 
kettle, built a fire, heated a little water until it steamed 
beautifully and with a great flourish poured it into the 
ocean. His greatly impressed daughter then went in without 
a murmer. Perhaps the certification of the limited number 
of professional secretaries to date can serve the same pur- 
pose as the steaming water. It may bring the public around 
to accepting the profession of secretary without question. 

(continued on page 34) 
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open house reception given Wednesday evening, 

July 20, 1955, in the Silver Ballroom of The Read 
House. Amid soft music and the scent of American Beauty 
roses, the Chattanooga Chapter members, in white lace 
Southern Belle dresses, mingled with the guests, extending 
a warm handshake to those who had boarded the Chattanoo- 
ga choo-choo and had arrived for the Tenth Annual Con- 
vention in Tennessee. 

Among those in the receiving line were nominees for 
international office and those responsible for this year's con- 
vention. The event was sponsored by the Provident Life and 
Accident Insurance Company whose home office is Chatta- 
nooga. The Read House, friendly headquarters hotel, fur- 
nished an orchestra which provided background music 
throughout the evening. 


A N AIR of “old Southern hospitality” prevailed at the 


Thursday Morning, July 21 


A NINE o'clock Thursday morning, National Convention 
Chairman Irene Bryant called the Convention to order. 
Margaret Hobday, Chattanooga Chapter, led the singing of 
the “Star Spangled Banner” followed by “God Save the 
Queen” with Ann Burleigh, Kalamazoo Chapter, at the 
organ. After the invocation the very impressive Memorial 
Service was conducted. Then Chattanooga Chapter Conven- 
tion Chairman Virginia Townsend welcomed the guests, 
delegates, alternates and members. 

The business session of the Convention opened with a 
flourish. Delegates, alternates and members of NSA, seated 
in the balloon-decked Memorial Auditorium, leaned forward 
in their chairs when the dynamic, young Governor of Ten- 
nessee, the Honorable Frank G. Clement, welcomed them 
with eloquence, praised them profusely and interspersed 
his talk with domestic situation stories. 

Speaking in praise of women, the Governor professed his 
faith in their ability to function well at top levels of state 
government, which faith he has demonstrated by appointing 
women to head various state committees. 

The Governor also spoke in praise of President Andrew 
Jackson, Senator Estes Kefauver and Davy Crockett. He 
charmed his audience by sharing the domestic details of 
disciplining his sons for maintaining a snake menagerie 
under his bed. At the conclusion of his address, the Gover- 
nor reiterated his warm welcome to Chattanooga by cordial- 
ly inviting each secretary present to visit his home in Nash- 
ville, the state capital. 

Treasurer of the United States Mrs. Ivy Baker Priest was 
the keynote speaker. Not only is Mrs. Priest an important 
woman, she is a gracious lady. Combining feminine charm 
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with a keen mind, she spoke of her life as resembling a 
three-ring circus, what with speaking engagements, her job 
as United States treasurer and the thrill of planning an 
August wedding for her older daughter. 

Using the duties of her own job as a springboard, Mrs. 
Priest traced the course of the wage-earning woman from 
the days of the Civil War down to the present time when 
nineteen million women in the United States are earning 
paychecks. 

Women were first introduced into the Treasury Depart- 
ment, she said, when a Civil War man-shortage compelled 
Governor Skinner, then treasurer, to hire women to trim 
the paper currency with scissors. The venture was a success. 
Today 42 percent of the entire Treasury Department is 
female, while women account for 72 percent of its office 
staff. Mrs. Priest stressed that the tasks of these women are 
performed to the end of maintaining a sound and stable 
dollar in which we can have confidence, so that “our United 
States money is the most sought after in the world today.” 

Suggestions for improvements pour into her office, Mrs. 
Priest stated, ranging from a plan for dissolving the national 
debt by selling advertising space on dollar bills to a timid 
request to print pictures of women on money. She answered 
the latter by saying “women’s faces were engraved on bills 
many years ago; but today women really don’t mind seeing 
men’s faces on money—so long as they get their hands on it.” 

Mrs. Priest spoke entertainingly but truly of the “Uni- 
versity of Hard Knocks” which all secretaries, no matter 
how extensively educated, must attend in order to succeed. 
“Its college colors,” she said, “are black and blue, and its 
college yell is ‘Ouch!’” 

Following the keynote address came the presentation of 
the National Board of Directors, the roll call of delegates, 
rules of convention, the agenda, presentation of the chair- 
man of the National Scrapbook Committee and announce- 
ments. 


Thursday Afternoon 


HE SECRETARY of the Year Luncheon was held Thurs- 

day noon at the enchanting Lookout Mountain Hotel. 
Fifteen secretaries, chosen from among the sixty NSA can- 
didates, competed for the title, Secretary of the Year. 

Miller Brothers, of Chattanooga, presented a delightful 
fashion show against a relaxing and entertaining musical 
background. 

The panel of judges for the Secretary of the Year contest 
consisted of: Mrs. Madalyn Barry, advertising manager of 
Loveman’s Department Store; Mr. H. Clay Evans, president, 
Interstate Life Insurance Company and president of the 
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National President Cassandra D. Waterman 
greets the Treasurer of the United States, 
Mrs. Ivy Baker Priest, and Governor Frank 
G. Clement of Tennessee. 


Receiving line at the Wednesday evening 
Open House at The Read House. Left to 
right are: Mrs. Virginia Anne Townsend, 
Mrs. Elizabeth B. Lair, Margaret Treanor, 
Mrs. Eleanor Lavelle, Helen J. Boyle, Alice 
“Kitty” Cote, Helen A. Moe, Clare H. Jen- 
nings, Mrs. Jeanelle B. Walker, Martha 
Rosamond, Eunice Beimdiek, Cassandra D. 
Waterman and Irene Bryant. 


Mrs. Erma Knef (third place winner), Mrs. 
Alice Huntley (winner) and Mrs. Catherine 


D. Timpany (second eed winner )—the 


Secretary of the Year Contest. 


Members of the Chattanooga Chapter — 
1955 Convention Hostesses. 
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Chattanooga Chamber of Commerce; and Mr. Alfred D. 
Mynders, editor of the Chattanooga Times. 

After a “walk-on” of the fifteen contestants, during which 
they were judged on personality and office appearance, the 
candidates were narrowed down to three. Final ratings were 
scored according to the answers given by each contestant to 
three questions asked them by the judges. 

While the judges were evaluating their individual ratings, 
Eastern Airlines awarded 40 tickets for a special twilight- 
starlight air cruise including transportation to and from the 
airport and corsages and a dinner in the air. 

Then came the long-awaited moment—the judges’ deci- 
sion: 

Secretary of the Year—Mrs. Alice Huntley, Airborne 
Chapter, Inglewood, California 

Second Place Winner—Mrs. Catherine D. Timpany, Port- 
land Chapter, Portland, Maine 

Third Place Winner—Mrs. Erma Knef, Newark Chapter, 
Newark, New Jersey 

Among other gifts, the winner received a Royal electric 
typewriter and the runners-up each received an Underwood 
portable typewriter. All three winners received IBM type- 
writer tables, Remington-Rand electric shavers and luggage. 
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Thursday Evening 


Com on a tradition established in Washington, D.C., 
the fourth annual CPS Dinner was held in the Patten 
Hotel in Chattanooga on Thursday, July 21, with Gertrude 
E. Birkman, CPS, of Houston, serving as chairman. Mr. W. 
G. Turquand, former member of the Institute for Certifying 
Secretaries, was the genial master of ceremonies. Eunice 
Beimdiek gave the invocation. 

Dr. Ruth I. Anderson, dean of the Institute, spoke on 
“CPS—A Magnificent Obsession.” By way of comparison, 
Dr. Anderson brought out the fact that “great men of our 
nation always dreamed of bigger and better ways to do 
things . . . and Certified Professional Secretaries are among 
those who have dreamed a great dream and who have 
hitched that dream to a rocketship of efficient fulfillment. 
It is only the beginning on which to build. It should open 
up new ideas, new dreams, new concepts of responsibility 
to your profession, to your community, to your employer 
and to your company. I hope each of you will remember 
that countless thought, hours of labor and effort have gone 
into the dream so that it would be possible for you to 
achieve your ambition. If you do, I think you will look upon 
your title as one which carries with it a great responsibility. 
The CPS represents to many people the ultimate in top- 
flight performance . . . and unless you do accept the chal- 
lenge and the responsibilities that accompany the profes- 
sional status which CPS represents, we cannot say that our 
‘magnificent obsession’ has been totally successful.” 

President Cassandra Waterman gave some thought pro- 
voking remarks on “NSA and CPS.” Wilda DeNise, CPS, 
read a very clever poem—"Survival of the Fittest”—depict- 
ing the six sections of the CPS exam, which was written by 
Sarah Montyoa, CPS, member of the Institute. Mr. Chester 
A. Soucek, former world’s amateur champion typist, pre- 
sented a hilarious skit—“How Not to Type.” 

Another highlight of the program was “The CPS Story,” 
narrated by members who had passed the 1954 examination 
while serving as NSA chapter presidents. They spoke on 
the following topics: “Thrill of the Certificate,” Elizabeth 
Mosley, Atlanta Chapter; “CPS at the Beginning,” Etta S. 
Bayless, Belles Lettres Chapter; “The CPS and Manage- 
ment,” Ruth Williams, Houston Chapter; “Future Horizons 
for CPS,” Marie Hulderson, Hawkeye Chapter. Secretary of 
the Year Alice Huntley, CPS, also spoke briefly. 

The “Suprise Guest Pianist” was none other than the 
Dean of the CPS Institute, Dr. Ruth I. Anderson! Dr. An- 
derson also accompanied the members of the Dinner Com- 
mittee (all CPS holders) —Gertrude Birkman, Houston; 
Janet Champney, Rochester; Dolores Schultz, Minneapolis; 
Mary DeHaven, Chattanooga; Alice Huntley, Inglewood— 
as they sang “Davy Crockett,” complete with proper head- 
gear. 

Jeanelle Walker, CPS, gave the benediction. In addition 
to lucky door prize winners, each person in attendance re- 
ceived a ball point pen, matches imprinted with CPS, an 
orchid, a compact dictionary and velvet “peach” sachets 
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Opening session of Convention Ten in Tennessee—July 20- 
23, 1955. 


made by Annie Mae Moor, member of the Institute from 
Austin. 

The 130 persons attending the dinner represented 27 
states and 72 cities. 


Friday Morning, July 22 


OLLOWING the invocation and announcements, National 

President Cassandra Waterman presented the parlia- 

mentarian for the 1955 Convention, Mr. Alvin C. Moore, 
attorney, Chattanooga. 

The president then introduced the National Committee 
chairmen, the editor of The Secretary and the Sergeants-at- 
Arms chairmen, chairmen of Pages, Election Committee 
chairman and the Tellers Committee chairman. 

It was announced that registrations as of Friday morning 
totaled 769: Delegates — 218; Alternates— 141; National 
Officers—7; and Members—403. 

The minutes of the 1954 Convention were accepted with 
slight corrections. 

In the absence of the chairman, the Northeastern repre- 
sentative, Miss Ethel Williams, presented the report of the 
Nominating Committee. Mrs. Zenobia Lewis, secretary, gave 
the report of the National Secretaries Home Association, 
calling attention to the fact that it should be referred to as 
the NSA Home, not the “Resort Home.” Metta B. Will, 
Evergreen Chapter (Denver, Colo.), was nominated for a 
five-year term as a member of the Home Board. 

The National Secretary presented the following resolu- 
tion, which was adopted: “Article XXI, Section 5—Any 
amendment adopted at an annual convention shall become 
effective upon adjournment of the convention unless other- 
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wise specified.” A resolution was also adopted providing for 
an expert in the parliamentary law field to completely re- 
view the Policy and Procedure Manual and to recommend 
changes that will bring the Manual into conformity with 
NSA’s professional standards. 

Immediately following the introduction of the chairman 
of the National Rules and By-Laws Committee, the morn- 
ing session adjourned. 

Loveman’s Department Store presented a luncheon-fashion 
show at The Read House. 


Friday Afternoon 


7 AFTERNOON session consisted of two interesting 
panel discussions—the “Plus Three Formula” and “In- 
formation, Please.” 

The significance of the “Plus Three Formula” was: 
Educator plus Secretary plus Management = Success. Mar- 
garet Treanor, CPS, moderated this panel. 

Following are the panel participants and the topics dis- 
cussed: 

Mr. John Oliver, assistant to the president, The Wheland 
Company, Chattanooga, Tennessee: Management's view- 
point on the place of the secretary in today’s business, i.e., 
what management requires in a topflight secretary, where 
she could fit, and management’s reaction to continued edu- 
cation and to the areas covered by the CPS program. 

Mrs. Gladys E. Meyer, manager, Personnel Services De- 
partment, White-Rodgers Electric Company, St. Louis, Mis- 
souri: From the angle of personnel administration, how the 
secretary apparently fails, how she could improve and her 
reactions to the CPS program. 

Dr. Ruth I. Anderson, dean, Institute for Certifying Sec- 
retaries, North Texas State College, Denton, Texas: The 
enlarged concept of educational institutes relative to basic 
training necessary to fit a student for secretarial work and 
the part NSA is playing in bringing about the changed con- 
cept. 

Dr. Theodore Woodward, head of Department of Busi- 
ness Education, George Peabody College, Nashville, Ten- 
nessee: Continued education for the secretary and its im- 
portance; the impact of NSA and CPS on the planning 
being done by educational institutions to meet the standards 
set by CPS in their educational courses for secretaries. 

Miss Eunice Graham, CPS, Washington, D. C.: The rela- 
tion between continued education for the employed secre- 
tary and the factor of increased service to management. 
How NSA members could take advantage of our educa- 
tional programs and CPS. 

Miss Virginia Wirtanen, CPS, Portland, Oregon: NSA’s 
concept of what management could or should do to help 
NSA and the secretary. 


* * * 


The “Operator” of the second panel, “Information, Please,” 
was Miss Helen J. Boyle, NSA executive secretary, Kansas 
City, Missouri. The panel members were: Prof. George 
Wagoner, CPS Institute, University of Tennessee, Knox- 
ville, Tenn.; Mrs. Zenobia Lewis, secretary NSA Home 
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Board, Little Rock, Ark.; Miss Gerardine C. Hill, editor The 
Secretary, Pittsburgh, Pa.; Miss Cassandra Waterman, na- 
tional president NSA, Niagara Falls, N. Y.; Miss Eunice 
Beimdiek, Southwestern vice president, St. Louis, Mo.; Miss 
Martha Rosamond, Northwestern vice president, Spokane, 
Wash.; Miss Clare H. Jennings, Northwestern vice presi- 
dent, Chicago, Ill.; Mrs. Jeanelle B. Walker, Southeastern 
vice president, Chattanooga, Tenn.; Miss Alice Cote’, treas- 
urer, Kansas City, Mo.; and Miss Helen A. Moe, secretary, 
Des Moines, Iowa. 

The panel members answered questions dealing with the 
management, the method of admittance, the financing and 
other phases of the NSA Home; the CPS Qualifications 
Committee, CPS standards and examination retakes; the 
Case Book project; news releases to The Secretary, reprint- 
ing articles which appear in the magazine, instructions to 
reporters; possible ways to increase membership; responsi- 
bilities of national officers; chapter visitations; improved 
working conditions in the headquarters office; supplies from 
the national headquarters office; channeling of national in- 
formation; how to wear the NSA pin; and the election of 
vice presidents. 





Educational 
Problems 
Clinic... . 


Margaret J. Miller, CPS, chairman of the Na- 
tional Education Commitiee, served as modera- 
tor of the Educationa! Problems Clinic informal 
“buzz” session which was held at The Read 
House on Wednesday afternoon. Martha Win- 
frey, NEC member from the Southeastern Dis- 
trict, spoke on the problem of interesting mem- 
bers in educational projects. Mary Ruth Chiles, 
past Tennessee president, discussed the best 
ways to use the NEC releases. Margaret Miller's 
subject was the various educational projects car- 
ried out by chapters during the past year and 
she exhibited booklets, workshop programs and 
course outlines used in these projects. There was 
considerable participation by the 125 in attend- 
ance and favorable comment concerning the 


interest and value of the clinic. 
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Friday Night Barbecue 


An evening of fun and frolic was enjoyed by NSA Con- 
ventioners at the Friday evening barbecue at the Hamilton 
National Bank Club on Chickamauga Lake. Chartered city 
buses provided transportation to and from the site. 


Those arriving early enjoyed swimming as well as cruis- 
ing on the boats especially provided for the occasion by the 
Chattanooga Yacht Club. A sumptuous meal of barbecued 
beef and chicken and/or fish, with all the trimmin’s was en- 
joyed by all. 

Following the meal, most delegates congregated in the 
club house to view exhibition couples dances and square 
dancing under the direction of Cliff and Flo Wick of Chat- 
tanooga, well-known dance instructors. Music was provided 
by a Georgia family quartet. The caller, George Goodner, 
started the ball rolling by calling participants from the 
audience to dance the popular, “Hokey Pokey.” This was 
followed by a couples dance, “Lady of Spain,” and an exhi- 
bition square dance. “Texas Star,” performed in honor of 
the large number of delegates from the Lone Star State 
present. Goodner called for all Texans to come out on the 
floor. When about 60 responded, he told them to prove 
they were go-getting Texans by going out and getting a 
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man each with whom to square dance. The honor of Texas 
was upheld when they promptly did so! 

After an exhibition waltz and several participation square 
dances, the festivities were concluded with a scenic drive 
around part of Chickamauga Lake and Missionary Ridge on 
the return trip. 


Sideline Sights: 


Ruth Williams of Houston, Texas, together with several 
other Texans in western togs commandeering an automobile 
for the trip to the barbecue . . . Ellie Lavelle, new South- 
western vice president, being dunked in the water by Jane 
Broussard of Port Arthur, Texas ... Freda Bartlett of Chat- 
tanooga, charmingly presiding over the refreshments . . , 
Margaret Stewart and Beck Richman of Oak Ridge doing 
a fast Charleston on the club house porch . . . A group of 
crooners with Ansil Ault of Pontiac, Michigan, providing 
music with her uke, aboard one of the cruisers for a moon- 
light excursion . . . “All hands and the cook” (male, that is) 
including a bank president, a college professor, an 80-year- 
old Tennessee colonel and a bus driver, enjoying a square 
dance after having been “caught” by the girls . . . Cassie 
Waterman smiling for innumerable flashbulb artists . . . 
Dr. Theodore Woodward of Peabody College in Nashville, 





Top Left. Off for a cruise around Chic- 
amauga Lake before the Barbecue. 


Top Right. Charlie Meadows and Mick- 
ey Aldrich admire Jerry Blalock’s Davy 
Crockett hat. 


Bottom Left. Hungry NSAers partak- 
ing of the sumptuous and oh-so-de- 
licious Barbecue spread. 


Bottom Right. Ruth Williams and 
Gertrude Birkman brought Houston to 
Chattanooga via the Barbecue. 
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Tennessee, enjoying a long cigar .. . Gertrude Birkman of 
Houston, Texas, making a considerable amount of money 
for the Resort-Retirement Home with her “Texas Brags” 
side-show .. . many smiling faces from the circle of girls 
in the club house clapping time to the snappy Tennessee 
“mountain music.” 


Saturday Morning, July 23 
5 es REPORT of the Rules and By-Laws Committee was 
presented by Chairman Mrs. Lily O’Kura. Delegates 
voted for candidates for international officers and for a five 
year term member of the Home Board of Directors. 
A special luncheon was held at the Patten Hotel. 


Saturday Afternoon 

The Report of the Institute for Certifying Secretaries was 
made by Dean Ruth I. Anderson. 

Bids for the 1957 convention were presented by St. Louis, 
Missouri and Phoenix, Arizona. The vote was St. Louis 133 
—Phoneix 62. 

The results of the election of international officers were 
announced: 

Cassandra D. Waterman 


Clare H. Jennings 


President 
Northeastern Vice President 
Martha Rosamond 
Mrs. Jeanelle B. Walker 
Mrs. Eleanor Lavelle 


Northwestern Vice President 
Southeastern Vice President 

Southwestern Vice President 
Margaret Treanor 
Treasurer Helen A. Moe 


Metta B. Will, Evergreen Chapter, was elected to the 
Home Board. 


Secretary 


Following announcements by the Convention Chairman, 
the Convention was adjourned. 


Saturday Evening 


Siew BANQUET was held at The Read House beginning at 
7:00 p.m., with the head table in the Silver Ballroom. 
Other rooms which were utilized to accommodate the un- 
usually large crowd for Chattanooga were the Gold Room, 
the Chestnut Room and Parlors A, B and C. Decorations 
were pink, green and white. The floral centerpiece on the 
speakers’ table was composed of pink carnations and white 
stock, with candles and gladioli continuing the color scheme. 
A festive note was added by the huge pink paper balls 
which were claimed as souvenirs at the end of the banquet, 
and by beautiful miniature silvered violins, furnished by 
Miller's Department Store. Miller’s also furnished favors at 
each plate of Prince Matchabelli Stradivari perfume. Dinner 
music was furnished by a string ensemble. 

After the banquet, secretaries and guests adjourned to the 
Memorial Auditorium for the program and installation of 
officers. The auditorium stage setting portrayed a typical 
southern mansion in the background, complete with white 
columns and wide steps, with the national officers occupy- 
ing lawn chairs in the front yard. Three flags were on the 
stage, the American and the Canadian, and to complete the 
picture of the old south, the Confederate flag as well. 
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The Convention Banquet 
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The rendition of “Dixie” by the Second District Colored 
School chorus was sung at the beginning of the program, 
and then once again by request of Virginia Anne Town- 
send, chairman Hostess Chapter Convention Committee, 
who presided during the drawing for the many door prizes. 
Helen Moe distributed the “Three Coins in a Fountain” 
raffle prizes, the proceeds going to the NSA Home Fund. 

In the absence of the chairman of the Scrapbook Com- 
mittee, Mrs. Ethel Detlefs, the Scrapbook awards were pre- 
sented by Alice “Kitty” Cote’ and Eunice Biemdiek as fol- 
lows: First prize to Worcester, Massachusetts, accepted by 
Teresa Sjogren; second prize to Portland, Oregon, accepted 
by Hazel A. Kellar; third prize to Orange, Texas, accepted 
by Rubye Boehme. 

National Achievement Awards: Class A, Decatur, Illinois, 
accepted by’ Marie Robinson; Class B, Airborne Chapter, 
Inglewood, California, accepted by Alice Huntley; Class C, 
Atlanta, Georgia, accepted by Nell McDuffie; Class D, 
Monumental Chapter, Baltimore, Maryland, accepted by 
Marie Lehnert; Class E, Houston, Texas, accepted by Wilda 
M. DeNise. 

National Membership Awards: First prize for the largest 
numerical increase was a tie between two chapters which 
had added 39 members each: Margaret Casto accepted the 
award for the Tiretown Chapter, Akron, Ohio; and Ruth 
Clemence accepted for the Lake Shore Chapter, Chicago, 
Illinois. First prize for the largest percentage increase was 
awarded to the Decatur, Illinois Chapter with a 117% in- 
crease. This award was accepted by Ferne Simpson for 
Marie Robinson, president of the Decatur Chapter. 


District Membership Awards: 

Southwestern District: Eunice Biemdiek presented two 
awards: The largest percentage increase, Santa Anna, Cali- 
fornia; installing largest chapter, San Jose, California; both 
awards accepted by Marie Bishop, the district president. 

Northwestern District: Martha Rosamond presented an 
award to the Evergreen Chapter, Denver, Colorado, for in- 
stalling the largest chapter in the district, accepted by 
Muriel Swayze. The largest percentage increase award went 
to the Mount Ranier Chapter for an 80% increase, award 
accepted by Wilma Pitcher, state president. A special 
award was made to Helen Carey for installing the largest 
chapter by an individual in that district. 

Southeastern Vice President Jeanelle Walker presented 
an award to the Jacksonville, Florida, Chapter for installing 
the largest chapter in the district, accepted by Margie Nell 
Kiefer; the award for the largest percentage increase went 
to the San Juan, Puerto Rico, Chapter, with a 78% increase 
in membership—accepted by Hydee Del Carmen Soto. 

Northeastern Vice President Clare Jennings presented 
an award for the largest percentage increase to the Decatur 
Illinois, Chapter for a 117% increase in membership—ac- 
cepted by Ferne Simpson for Marie Robinson, Decatur 
president. The award for installing the largest chapter went 
to the New York City Chapter for installing the 51-mem- 
ber Gotham Chapter—accepted by Maybelle D. Brown, 
New York City Chapter president. 

Northeastern District presented special bulletin awards as 
follows: First place: Cincinnati, Ohio, accepted by Gertrude 
Crook; second place, New York City Chapter, accepted by 
Alicia Cogan; third place, Long Island Chapter, accepted by 
Marjorie R. Meyer, president. 


(continued on page 34) 
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1. Scrapbook Awards: Teresa M. Sjogren, Worchester Chap- 
ter (Mass.)—first place; Hazel A. Kellar, Oregon Trail Chap- 
ter (Portland, Ore.)—second place; Rubye Boehme, Orange 
Chapter (Tex.)—third place. 


2. District Award—Membership Increase: Hydee Del Car- 
men Soto, San Juan, Puerto Rico—Southeastern District; Ethel 
M. Harris, Scranton, Pa.—Individual award given by District 
Vice President; Marie Robinson, Decatur, Il1—Individual 
award given by District Vice President. 


3. Special Bulletin Award—Northeastern District: Gertrude 
Crook, Cincinnati Chapter (Ohio)—first place; Alicia Cogan, 
New York City Chapter—second place; Marjorie R. Meyer, 
Long Island Chapter (N. Y.)—third place. 


4. Membership Awards: Membership Increase—numerically: 
Tie—Ruth Clemence, Lake Shore Chapter (Chicago, IIl.); 
Margaret Casto, Tiretown Chapter (Akron, Ohio). Member- 
ship Increase—percentage: Marie Robinson, Decatur Chapter 
(Ill.). Each was presented with a $50 check. 


5.. Three Coins in the Fountain Winners: Olive Mobley, Lit- 
tle Rock, Ark.; Geraldine Farrer, Decatur, Ill.; Lydia Rhodes, 
St. Louis, Mo. 


6. Three Coins in the Fountain Winners: Mrs. Jo Maes 
Knoerr, Long Beach, Calif.; Mickey Aldrich, Houston, Tex.; 
Doris Snellinger, York, Pa. 


7. Award for Installing Largest Chapter in the District: May- 
belle D. Brown, New York City Chapter; Margie Nell Kiefer, 
Jacksonville Chapter; Marie Bishop for the San Jose Chapter; 
Muriel Swayze, Denver Chapter. 


8. Achievement Award First Place Winners: Marie Robinson, 
Decatur Chapter (Ill.)—Class A; Alice Huntley, Airborne 
Chapter (Inglewood, Calif.) Class B; Marie Lehnert, Monu- 
mental Chapter (Baltimore, Md.)—Class D; Nell McDuffie, 
Atlanta Chapter (Ga.)—Class C; Wilda M. DeNise, Houston 
Chapter (Tex.)—Class E. 
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EXECUTIVE 


the 
“ego beater” 
rolls on 





by JOHN CALDWELL 


HEY DON’T reach the headlines with supersonic speeds, 
and there’s little about them to compete with the ex- 

’ citing performance of a fighter plane in action... 
but don’t discount the helicopter as an important factor in 
aviation from this point on, be it war or peace. The old 
“egg beater” which did such heroic service in the Korean 
War has finally realized the dreams of its pioneers. 

Evidence of the place the helicopter has won in aviation 
is the more than $100,000,000 backlog of orders held by 
one plant alone—the Piasecki Helicopter Corporation of 
Morton, Pennsylvania—whose working force of 3,500 re- 
cently cheered the successful flight of the world’s largest 
“whirlybird.” It is a giant ship, capable of carrying forty 
passengers and crew, along with a variety of military equip- 
ment, including jeeps. 

For Frank Piasecki, founder of the company, all this rep- 
resents an amazing change from only 12 years ago when, a 
mere youngster of 23 years, he began his meteoric career 
in the back room of a tin-roofed garage, not far from the 
site of his present sprawling plant. In that rented room, 
Frank had a small assortment of furnishings. One item was 
a drafting table at which he worked endless hours translat- 
ing intricate slide rule calculations into designs which would 
prove themselves in flight. 

When finally his mind and body would take no more, 
he found use for a second item of furnishings included in 
the modest rental, a sway-backed davenport whose unfriend- 
ly springs afforded him a brief, uncomfortable period of 
sleep. In the morning, early arriving co-workers invariably 
found him on the job, cheerfully evading their concern 
about him with the assurance that he felt “good as new.” 

In this concentration on aerodynamics, food got even less 
attention from him than sleep. To quit some involved 
problem just for breakfast was unthinkable, so his asso- 
ciates formed the habit of bringing in sandwiches and set- 
ting them down beside him. With the resilience of a rubber 
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band and apparent digestive powers of a Barbary Sheep, 
Piasecki thrived on this delicatessen, washing down morsels 
of ham-and-cheese and liverwurst with gulps of lukewarm 
coffee from a soggy paper container. 

Back in those days, probably not even his most confident 
associate could have Saeed of the day when Piasecki’s 
name would be identified with the design and construction 
of a helicopter as big as a four-engine airliner. This was the 
YH-16, with rotors mounted in tandem, which was turned 
over to the Air Force a few weeks ago. It is being followed 
by a sister ship, the YH-16A, which will be driven by two 
Allison gas turbine engines, a type of motive power which 
many engineers predict will eventually supplant the recipro- 
cating engine so commonly in use today, including the en- 
gine in your family automobile. 

Few other specifications can be given without violating 
security restrictions of the Air Force, for whose birdmen 
YH-16A is being constructed. Two impressive facts, though, 
can be revealed: The YH-21, another helicopter Piasecki 
built for the Air Force, holds both speed and altitude rec- 
ords for ‘copters: 146.735 mph and 22,110 feet respectively. 

In these efforts to keep up front in the race to produce 
tomorrow's better helicopters, Piasecki will have the help 
of a talented group which includes some of the same young 
men who were with him when his first successful heli- 
copter, the PV-2, was readied for initial tests in the back- 
yard of his home. 

It wasn’t much of a craft to look at, a sort of lattice of 
welded steel pipes, more like a small section of a bridge 
than a device to soar toward the clouds. It was, in fact, a 
mongrel of reworked parts—the motive power came from 
an ancient Curtiss “Pusher” and the clutch from a junkyard 
Chevrolet of uncertain vintage. 

On the morning of the tryout—a “tie-down” to deter- 
mine the ship’s potential when actually aloft—the wheels 
of the PV-2 were lashed to the ground with a piece of 
clothesline that “Pie's” mother had discarded. With the 
confident pioneer impatiently yelling commands from the 
controls, the engine sputtered as it was “run up,” causing 
the machine to shudder at the welded seams. 
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Suddenly, without the whisper of a warning, a gust of 
wind lifted the port side of the tethered contraption so 
high that the strain was too much for Mrs. Piasecki’s tired 
old clothesline. It broke. Now, unexpectedly freed, the 
PV-2 wobbled upward in vibrant flight .. . a quaking fledg- 
ling trying uncertain wings. 

On the weedy fringe of the experimental area Pia- 
secki had staked off, a cluster of pop-eyed neighborhood 
youngsters jumped up and down with glee, cheering spon- 
taneously at the sight of PV-2, airborne. But Pie was too 
busy fiddling with the controls to acknowledge this acclaim. 
To the enthusiastic audience, this was a home-grown re- 
enactment of Kitty Hawk. To determined Frank Piasecki, 
this was Kitty Hawk. 

Pie's elated assistants eyed him anxiously from the 
ground as the ship skittered in flight. One of them, who 
now admits to having had his fingers crossed during this 
ventursome episode, has described PV-2 in precipitous de- 
scent: “It came down with a big bump. The landing must 
have rattled Frank’s back teeth like a pair of castanets.” 

For the record, the flight in no way affected Pie’s denti- 
tion, but it was destined to affect his future in a large, 
spectacular way. 

Convinced he had something to offer the Navy in the 
midst of its battle against the Japanese, Piasecki worked 
out a few minor bugs in the PV-2, then sought and obtained 
a contract to design and build an experimental tandem 
transport. Back into the garage office he went, and thirteen 
months later the craft was flown successfully. 

This was Piasecki’s finest hour. Now he was ready for 
mass production. He envisioned helicopters rolling off as- 
sembly lines like so many automobiles, saucepans or candy 
bars. As it now turns out, this is a desire yet to be fulfilled, 
simply because technological advances outpace the com- 
plicated machinery necessary to put a helicopter together. 
By the time the cogs and gears of production are assembled 
and installed, the machine itself has become obsolete through 








another drafting board innovation. Even in this summer of 
1955, ‘copters are still pretty much hand-made aircraft. 


As for now, tandem rotors are uppermost in Piasecki’s 
mind, but these are too expensive for any ordinary purpose. 
Less costly ships are available for use in serving the day-by- 
day needs of industrial and transport service. 


Ranchers are currently using ‘copters to round up Texas 
cattle. In Washington State, they are used to harvest cher- 
ries. The helicopter is maneuvered to low altitude above the 
trees, and the draft of its rotors gently shakes the tree, 
with the cherries tumbling unbruised onto blankets below. 


The helicopter often is referred to as a “sky-hook” be- 
cause it can stand still in the air while a rope ladder is 
lowered to a person in distress. That is what happened 
when a bridge was washed out in Booth Bay Harbor, Maine, 
where two children were trapped on a span of the bridge. 
A helicopter came to their rescue—a feat that would have 
been an impossible job for any other type of aircraft. 

Of all the anecdotes concerning odd uses to which the 
helicopter has been put, Piasecki particularly likes the one 
which tells how a twelve-foot gilded cross was placed atop 
a church steeple, being gently lowered into place by a heli- 
copter, which hovered to just the right position. 

Such jobs as these prove the basic utility of the helicopter, 
but they also are likely to give the public an erroneous im- 
pression which may account for the fact that most people 
think of helicopters as slow-motioned, low-flying ships. 
Actually, as Piasecki’s ships have shown, a helicopter can 
go faster than the fastest speed ever made on the famed 
Indianapolis Speedway, and it is as much at home more than 
20,000 feet in the air as it is hovering close to the ground. 

What's more, Piasecki and other helicopter engineers be- 
lieve that bigger and faster ships, of even greater power, 
can be made in the near future. The race is on now to see 
who will be first to design them, first to get them out of the 
plant and into the air. 
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Something Really New 
Bull's Eye Products Company, 15 West 44th Street, New 
York 36, N. Y., announces the introduction to the market 
of an indexed calling card case—the “Secretariat,” for pre- 
serving those valuable bits of pasteboard which so frequent- 
ly become lost in the recesses of a big desk drawer. It is 
represented as being far superior to the customary “rubber 


band” file. 





Primarily designed as an advertising gift, with trade 
mark or other design gold-stamped on the under side of 
the cover, it is also being made available through stationery 
and department stores as well as gift shops. Every secretary 
can use a “Secretariat” and her boss certainly needs one. 

The “Secretariat” holds up to five hundred cards and will 
accommodate ninety per cent of those in use today without 
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clipping. It comes in Ginger, Green, Maroon and Black 
simulated leather; handsomely gold tooled; contains a 25 
group alphabetical index; 50 blank name and address cards; 
and a brass card stopper. 

Case lists at $3.95 each; initials at 25c per letter. Special 
prices for quantity purchases. 


Quick Brown Fox Slows Down 

Time is running short for the quick brown fox who 
jumps over the lazy dog. Long a stand-by of typists who 
want to test every letter key on their machines, the agile 
fox is being edged out by “The spry squaw mixed a dozen 
jugs of black veneer” and the equally alphabetical “Joe 
packed my sledge with five boxes of frozen quail.” 

Those two fascinating sentiments, offering a welcome 
change to typists bored with foxes and hounds, appear in the 
new booklet, “Electric Typewriting for the Classroom 
Teacher,” just issued by the School Department of the 
Royal Typewriter Company. 

A long-felt need for sound instructional material on the 
electric typewriter is filled with the publication by the 
Royal Typewriter Company, a division of Royal McBee, 
Inc., of two new booklets on how to operate the electric 
typewriters, according to Stella Willins, manager of Royal’s 
School Department. 

First of the new booklets, “The Key to Relaxed Typing,” 
offers a typing guide for students and office typists in trans- 
ferring easily from the manual to the electric typewriter. 

“Electric Typewriting for the Classroom Teacher,” second 
of the pair, contains a complete teacher's lesson plan for 
electric typewriter instruction, including transferring from 
manual to electric, training a beginner on the electric and 
transferring from electric to manual. 

The booklets are the result of a long program of study 
and research to determine the most effective way to present 
the material for the benefit of student and teacher alike. 
The booklets will be available to typing classes, as well as 
to office training supervisors and office typists, through the 
School Department, Royal Typewriter Company, New York 
16, New York. 
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MARJORIE G. SIMMONS 
1915 Kenilworth Blvd. 
San Antonio, Texas 


Three wonderful hours of fun afloat 
The Bonnie Barge at White Rock Lake 
were enjoyed by members of Big D 
Chapter (Dallas, Tex.) at their August 
social. * 


The July meeting of the Houston 
Chapter (Houston, Tex.) was. high- 
lighted by a review of correct filing 
techniques and proper supplies. Mem- 
bers honored their bosses’ wives with a 
tea and style show on August 27. 


* * * 


At their regular dinner meeting, the 
members and guests of Queen Beach 
Chapter (Long Beach, Calif.) were en- 
tertained with IBM’s color film “The 
Right Touch.” 


* * * 


* * 


Past presidents from 1947 to 1954 
and charter members were honored at 
the regular monthly dinner meeting of 
the Los Angeles Chapter (Calif.) on 
July 6. * * * 

Airborne Chapter (Inglewood, Calif. ) 
sponsored the installation of the newly 
formed Stellar Chapter (Downey, Calif. ) 
on May 25. Mr. Robert O'Leary, vice 
president of the Downey Chamber of 
Commerce, welcomed the 33 charter 
members and their guests. 

* * * 

The annual Missouri State Meeting 
was hostessed by Girardot Chapter 
(Cape Girardeau, Mo.) Highlights of 
the meeting were an open house, lunch- 
eon on Saturday, followed by a panel on 
“Duties of Officers,” a banguet Saturday 
evening and a brunch Sunday morning. 

* * * 

Erma Pasque, newly-elected treasurer 
of Queen Beach Chapter (Long Beach, 
Calif.) is one of top ten national win- 
mers in the “Miss Eye-Ease of 1955” 
contest sponsored by the National Blank 
Book Company. 
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from the four corners of NAY: 6 


BARBARA ATWATER 
90 Edgewood Road 
Cochituate, Massachusetts 


Past President Kathryn Liebelt of the 
River Bend Chapter (South Bend, Ind.) 
installed the new officers at the chapter's 
June dinner meeting. 

* * * 


Dinner at Bob Kelly’s Supper Club 
preceded the meeting and installation 
of officers of the Wilkes-Barre Chapter 
(Pa.) in June. Mrs. Ruth Shackles, out- 
going president, officiated at the cere- 
mony. Members were guests at a dinner 
party held by the Scranton Chapter 
(Pa.) in July. 


* * * 


The Philadelphia Chapter (Pa.) end- 
ed the year on a note of publicity as 
members Mrs. Ruth C. Roberts, F. Neail 
Randall and Jean McKaig were inter- 
viewed over radio station WPEN by 
Dr. Jack Powell, former professor of 
history at Swathmore College. The group 
honored out-going President Helen K. 
Clapp at a dinner in June. Nine mem- 
bers journeyed to Chattanooga for Na- 
tional Convention and two members 
were fortunate to be prize winners at 
the banquet drawing. While touring the 
United Nations Buildings during a trip 
to New York, a group of Philadelphia 
Chapter members were joined by a very 
friendly couple who turned out to be 
Senator and Mrs. Wilber Marion Bruck- 
er. When Senator Brucker was recently 
appointed Secretary of the Army by 
President Eisenhower, Mrs. Ruth C. Rob- 
erts, president. wrote a congratulatory 
letter to Mr. Brucker. This was person- 
ally acknowledged by him and. in a 
handwritten “P.S.,” he made reference 
to the trip and extended sincere greet- 
ings from Mrs. Brucker and himself to 
the group. 

* * 

The auditorium of the Barber-Greene 
Company, Aurora, Illinois. served as the 
setting for the June meeting of the Val- 





ley Chapter (Aurora, Ill.). Guests who 
are interested in forming a chapter in 
that area were present from DeKalb 
and Sycamore, Illinois, as well as mem- 
bers of the Lake Shore Chapter (Chi- 
cago, Ill.). The evening’s program in- 
cluded a showing of the IBM film “The 
Right Touch” and discussions of the 
CPS examination, secretarial workshops 
and the aims and purposes of our organ- 
ization. * * * 


The Yo-Mah-O Chapter (Youngs- 
town, Ohio) culminated the year’s ac- 
tivities with the initiation of five new 
members, bringing the roster to a total 
of 140—a gain of 34 since June, 1954. 


* * * 


Civic-minded members of the Presque 
Isle Chapter (Erie, Pa.) have under- 
taken the publishing of the Newsletter 
of the local Blind Association under the 
leadership of Mrs. Opal Stoffen. The 
chapter elected member Norma H. Robb 
(Registered Medical Secretary) “Secre- 
tary of the Year.” 


* * * 


Members of the Codi Chapter (Can- 
ton, Ohio) finalized plans at the June 
meeting for participation in observing 
Canton’s Sesquicentennial in August. 
The group gave full cooperation in sell- 
ing advertising in the official program 
book and participated in the pageant 
which climaxed the week-long celebra- 
tion. * * * 


A birthday celebration highlighted 
the June meeting of the Merrimack Val- 
ley Chapter (Lowell, Mass.) as the 
group completed their first year. The 
program included the initiation of two 
new members, the installation of officers 
and a viewing of the film, “The Right 
Touch.” * * #* 


Members of the Hartford Chapter 
(Conn.) are proud of charter member 
Lelah Avery, who recently celebrated 


Twenty-nine 





from the four corners of the NSA 








her 40th business anniversary with Trav- 
elers Insurance Company. 
* * * 


At the June meeting of the Massillon 
Chapter (Ohio) plans were completed 
for a trip to Cleveland for the Cleve- 
land-Detroit baseball game in Septem- 
ber. A picnic at the home of Mrs. Mar- 
tha Jones spotlighted the summer's so- 
cial activities for August. 

* * * 

The annual Susan M. Henley Me- 
morial Scholarship luncheon of the Syr- 
acuse Chapter (N. Y.) was held at the 
Bellevue Country Club, Syracuse. Mrs 
Genevieve Lenz was guest speaker. Re- 
cipient of the Scholarship Award was 
Diane Henchen, graduate of the East- 
wood High School. The luncheon also 
served as an opportunity for members 
to entertain their bosses’ wives and in- 
troduce them to the scope of NSA. 


* * * 


The Pawtucket Chapter (R. I.) cele- 
brated its first anniversary complete 
with a birthday cake bearing the Asso- 
ciation’s emblem. Several members took 
advantage of the Beacon Hill Chapter's 
(Boston, Mass.) invitation to spend a 
week end at Cape Cod. 


* * * 


Against a background of American 
Beauty Roses, the Beaver Valley Chap- 
ter (Rochester, Pa.) held its final meet- 
ing of the year. An impressive installa- 
tion ceremony was followed by the ini- 
tiation of eleven new members. 

* * * 


Welcome to the Goshen Chapter 
(Ind.) which was installed by the Belle 
Lettres Chapter (Elkhart, Ind.) in June. 
Honored guests were Elmo Niccum, 
president of the Chamber of Commerce, 
who welcomed the members of the new 
chapter; and Richard D. McHenry, gen- 
eral manager of the Chamber of Com- 
merce, who extended his best wishes for 
the success of the organization. 

* * * 


The Providence Chapter (RI) cul- 
minated the year’s activities by the pres- 
entation of a $500 scholarship to Carol 
A. Sorensen, graduate of St. Xavier's 
Academy, who will continue her secre- 
tarial studies at Bryant College. 


Thirty 
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O. Henry Chapter (Greensboro, N. 
C.) had Mrs. Dabeny White, speech 
therapist at the Greensboro Cerebral 
Palsy School, as guest speaker at the 
June meeting. 

The chapter held its annual picnic in 
July at the Guilford Dairy Clubhouse 
with husbands and boy friends helping 
in an evening of games and fine food. 

* * * 


Mrs. Josephine Poppleton, immediate 
past president assisted by Stella Spauld- 
ing, vice president of the Florida Divi- 
sion, installed the new Osceolo Chapter 
(Clearwater, Fla.) officers at an impres- 
sive ceremony. 

Jo presented Stella with a past presi- 
dent’s pin and gavel on behalf of the 
chapter in appreciation of her services 
during the past year. 

Paula Pendley, winner of the chap- 
ter’s scholarship award, was a guest at 
this installation meeting. 

* * * 


The Chapter of the City Beautiful 
(Orlando, Fla.) presented its annual 
scholarship award this year to Daisy 
Elizabeth Harper, graduate of Edgewa- 
ter High School, scholarship enrollment 
being with Orlando Junior College. 


* * * 


Gulf-to-Bay Chapter (St. Petersburg, 
Fla.) has added nine new names to its 
roster. Initiation of the new members 
highlighted the chapter’s July dinner 
meeting held at Lakewood Country 
Club. As a civic project, members are 
sorting, checking and typing address 
cards to help the Pinellas County Tu- 
berculosis & Health Association bring 
its mailing list up to date, in prepara- 
tion for the annual Christmas seal cam- 
paign. 

* * * 

Sixteen members and five guests en- 
joyed the Annual Picnic of the James F. 
Byrnes Chapter (Spartanburg, S. C.) in 
July at Rainbow Lake. Mrs. Betty Prid- 
geon reported the highlights of the Car- 
olinas’ Division meeting in Hickory, 





N. C. Sixteen members volunteered to 
assist the Ground Observer Corps main- 
taining a roster composed of ten ground 
observers. 

* * * 

June was installation month for the 
Old Dominion Chapter (Richmond, 
Va.). Two members, Margaret McCor- 
mick as vice president and Kitty Wil- 
liams as secretary of the Virginia Divi- 
sion were installed at the first annual 
meeting at Natural Bridge, Virginia, on 
June 4. Ruth Layman and Helen Croft 
of the Roanoke Chapter were installed 
as president and treasurer respectively. 
On June 21, new chapter officers for 
Old Dominion were installed. During 
this installation month, the chapter in- 
itiated six new members. Phyllis Otey, 
a charter member, was elected president 
of Soroptimist International of Rich- 
mond. Five members attended the Tenth 
Annual Convention of NSA in Chatta- 
nooga. 

* * * 

New officers of the Savannah Chap- 
ter (Ga.) were installed in June and for 
the first time, directors were elected to 
serve on the chapter board. By virtue of 
her office as immediate past president, 
Mrs. Rose Merritt will serve on the 
board too. The chapter is proud of the 
fact that Rose was elected president of 
the Georgia Division. An honorary 
membership was extended Miss Stell 
Akin who was the first woman to pass 
the bar examination in the State of 
Georgia. As a stenographer in her youth 
for a local attorney, she availed herself 
of his books and knowledge, which led to 
the achievement of being Georgia's first 
woman lawyer. In many ways she has 
assisted the Savannah Chapter by teach- 
ing parliamentary courses, helping with 
difficult decisions requiring legal and 
parliamentary experience and has done 
much to further the position of secre- 
taries as a profession in Savannah. The 
chapter is indeed proud to welcome her 
as a “member” secretary. 

* * * 


Eight members of the Oak Ridge 
Chapter (Tenn.) visited the Tri-Cities 
area of Tennessee and West Virginia in 
July to meet with secretaries interested 
in forming a new chapter for NSA. Sec- 
retaries from Kingsport, Elizabethton 
and Johnson City, Tennessee and Bristol, 
West Virginia will be interviewed upon 
application. An informal “secretary to 
secretary” talk was the approach fol- 
lowed by general discussion and a ques- 
tion and answer period conducted by 
LaWanda Estes, president, aided by 
Margaret Stewart, past president, and 
Yvonne Lovely, first vice president. Due 
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to the enthusiastic response, a return 
visit is planned soon. 

The July meeting of the chapter was 
held at the home of Mrs. William T. 
Burnett, Jr. (formerly Mary Manzari) 
to celebrate the chapter's third birthday 
and bid farewell to Mary. Ten Oak 
Ridge members attended the Tenth An- 
nual Convention in Chattanooga. 

* * * 

Margie Kiefer, president, and Norma 
MacLean, CPS, of the Jacksonville Chap- 
ter (Fla.) attended the Tenth Annual 
Convention in Chattanooga and brought 
home the Southeastern District Award 
for installing the largest chapter during 
1954-1955. They installed the Tallahas- 
see Chapter (Fla.) on October 6, 1954, 
with thirty-three members. 

* * * 

The Birmingham Chapter ( Ala.) en- 
joyed another * fun-festival” in July with 
a delicious smorgasbord dinner followed 
by games and, believe it or not, the 
chapter unearthed some interesting poe- 
try writers. Try it some time. The chap- 
ter has added a “Sunshine Committee” 
to keep the members informed of hap- 
penings to those who are absent from 
meetings. It is hoped that this commit- 
tee will stimulate attendance. Fourteen 
members attended the Annual Conven- 
tion in Chattanooga; four of the chap- 
ter’s five CPS holders being among 
those present. The chapter salutes our 
International Board of Directors for 
such a fine program and the Chattanoo- 
ga Chapter for the interesting entertain- 
ment! 

* * * 


Honors have come to Birmingham 


Chapter members. Mrs. Madeline Lane ° 


won second prize of $25 in a contest 
sponsored by Birmingham industrial 
kditors Council for The Drip which she 
edits for her company, Birmingham 
Water Works; Mrs. Eunice Ray Gray 
received a gold loving cup properly en- 
graved for having been chosen the most 
outstanding Freshman Law Student at 
Birmingham School of Law 1954-1955. 
Margaret J. Brown was recently elected 
Vice President of Birmingham City 
Council, Beta Sigma Phi. Mrs. Doris 
Kennedy was elected secretary of her 
company—DeBardeleben Coal Corpora- 
tion—several months ago. Virginia Blair 
won a mink stole-in a national contest 
recently. 
* * * 

Again I say to you thanks for your 
cooperation in getting the District News 
to me, it has been a real pleasure to 
serve you. I hope to see all of you in 
Fort Lauderdale in November. In the 
mean time, keep the presses rolling, 
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news of your chapter's activities is in- 
teresting to all—share it with our mem- 
bership. 

Marguerite 


NORTHWESTERN DISTRICT 


MARGARET HESEMANN 
515 lvinson Avenue 
Laramie, Wyoming 

Southern Hospitality . . . hard work 
by the Chattanooga Chapter .. . 1955 
convention highlights—the subject of 
top discussion among NSA members in 
the Northwest District. Among those re- 
porting were: 

Lily Okura, chairman of the National 
Rules and By-Laws Committee, and 
Gertrude Micheels, Ak-Sar-Ben Chap- 
ter (Omaha, Neb.); 

Ethel Detlefs, chairman of the Na- 
tional Scrapbook Committee, Lois Stone 
and Ilaree Woody, Tall Corn Chapter 
(Council Bluffs, Iowa) ; 

Helen Moe, national treasurer, Irene 
Johnson, Iowa state president, Marie 
Hulderson, Maxine McFee, Edna Mul- 
len, Dorathea Plambeck and Arlene 
Thieman, Hawkeye Chapter (Des 
Moines, Iowa). Marie Hulderson repre- 
sented the CPS holders in the North- 
west District and spoke in their behalf 
at the banquet. 

Metta Will (elected to the National 
Home Board), Muriel Swayze, Joy 
Jones, Jane McMorrine, Winifred Hill- 
yer. Dorlis Roberts, Vada Anderson and 
Andree Donnelly, Evergreen Chapter. 
and Faye Howell, Columbine Chapter, 
were Denverites at the convention. 

Four of the five members attending 
from Book Cliff Chapter (Grand Junc- 
tion, Colo.) were Georgia Warren, Vio- 
la Alstatt, Eleanor Guccini and Edythe 
Sommerville. (Some “gremlin” ran away 
with that 5th name! ) 

Lela Jayne and Wilma Pitcher, Olym- 
pia Chapter (Wash.) flew to Chatta- 
nooga. 

Other conventioners included: Ruth 
Hopkins and Clara Graham. Mt. Rush- 
more Chapter (Rapid City, S. D.) ; 

Mrs. Mae Goss Brown, Pikes Peak 
Chapter (Colorado Springs, Colo.) ; 

Grace Bergren, Neboma Chapter 
(Omaha, Neb.) ; 

CPSers Virginia Wirtanen and Hazel 
Kellar, Oregon Trail Chapter (Port- 
land); 

Margaret Hansen, Cascade Chapter 
(Salem, Ore.). 

Convention news was reported to 
Oregonians at a picnic hostessed by Ore- 
gon Trail Chapter (Portland) for Heart 


of the Valley Chapter (Corvallis), 

Amanuenses Chapter (Eugene), Rogue 

River Chapter (Medford) and Cascade 

Chapter (Salem). 
* * * 

Kachina Chapter (Pueblo, Colo.) 
held a steak fry at the home of Vice 
President Lillian Payne. This new chap- 
ter held a white elephant silent auction 
which netted $13.21 for the treasury. 
(At a “silent auction” the bidding is 
done on slips of paper, and of course, 
the highest bidder gets the white ele- 
phant. ) 

* * * 

A “Scotch Auction” netted $5.39 for 
the treasury of Columbine Chapter 
(Denver, Colo.). 

* * * 

Another new chapter in the North- 
west, Indian Paintbrush Chapter (Chey- 
enne, Wyo.) invited members of La- 
Ramee Chapter (Laramie) to attend the 
installation meeting of their newly elect- 
ed officers, who were the same as the 
initially appointed officers. Germaine 
Jezewski, president of LaRamee Chap- 
ter installed Cozette Nagle as president; 
Esther Duerksen, vice president; Velda 
Madden, secretary; and Gayle Halfpen- 
ny, treasurer. Following the installation 
of officers, District Reporter Margaret 
Hesemann discussed NSA activities. 
Other LaRamee Chapter members at- 
tending the dinner were Laura Sum- 
mers, Dixie Melcher, Helen Hubbell 
and Betty Long. 

* * * 

Melior Vita Chapter (Sioux Falls, 
S. D.) sponsored a Birthday Party at the 
Veterans’ Administration Recreation 
Hall. Each veteran present who had a 
birthday that month received a leather 
billfold. Individual cakes were served on 
pastel plates, and colorful birthday nap- 
kins added to the gaiety of the floral 
decorations on the serving table. NSA 
musicians, Kae Kendall, Dorothy Mc- 
Crea and Mildred Ibach, unraveled their 
own talents and encouraged music lov- 
ers to join in the fun of singing. The 
entire afternoon’s entertainment was 
furnished by the Melior Vita Chapter. 
Patient response was most gratifying 

. and the girls have been invited to 
do a “repeat performance” next year. 

* * * 

Sal-Ute Chapter (Salt Lake City, 
Utah) viewed the IBM film, “The Right 
Touch” and heard Mrs. J. Bracken Lee 
talk on a recent trip to Wayne Wonder- 
land, a remote section of Utah. Mrs. Lee 
also told the group her previous career 
as a secretary was most helpful in her 
present role as wife of the Governor of 
Utah. 
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(Des 

Iowa) learned more about interesting 

places to visit in Iowa when the lowa 

Development Commission provided 

their program and some vacation ideas. 
* * * 


Hawkeye Chapter Moines, 


Minn-Arrow Chapter (Duluth, 
Minn.) held a picnic at Pattison State 
Park in Wisconsin and enjoyed good 
food, prizes and singing to the accom- 
paniment of accordionist member Mabel 
Haldorson. President Beverly Engstad 
announced the newly chosen committee 
chairmen for the coming year. 

* * * 

Instead of the usual July picnic, St. 
Paul Chapter (Minn.) met at the South- 
view Country Club. Following the din- 
ner, a special feature was the cutting of 
a huge birthday cake in celebration of 
St. Paul Chapter’s 13th anniversary. 

* * * 

Tall Corn Chapter (Council Bluffs, 
Iowa) held a July Dutch Lunch at the 
home of Vice President Iva Heuwinkel, 
and an August informal “get-together” 
dinner. 

* * * 

Lomond Chapter (Ogden, Utah) held 
an August bowling party for members 
and guests, with a progressive dinner 
afterward. 

* * * 

Olympia Chapter (Wash.) held their 
annual smorgasbord dinner at the home 
of Mrs. Lois Anderson, setting up the 
tables in her lovely garden. On August 
11 the chapter held its annual picnic at 
the home of Mrs. Wanda Schirmer near 
Twanoh State Park on Hood Canal for 
members and guests. 

* * * 

Members of Indian Paintbrush Chap- 
ter (Cheyenne, Wyo.) and LaRamee 
Chapter (Laramie) held a joint family 
picnic on August 21 in the Medicine 
Bow National Forest. 

* * * 

Opal Thompson, Hawkeye Chapter 
(Des Moines, Iowa) glided in and out 
of the local hospital so fast she left the 
chapter aghast! Hope you enjoy this 
quote from their bulletin, The Hawk- 
eye Keyhole, as much as I did: “Such 
procedure is commendable, but our 
Flower Committee lacked sufficient pot- 
ting time.” 
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POLICY AND PROCEDURE TO BE 
FOLLOWED IN REPORTING TO 
THE SECRETARY MAGAZINE 





The following policies and procedures have 
been established in the interest of uniformity 
in the submission of news releases by the 
chapter reporters to the district reporters and, 
in turn, by them to the editor of The Sec- 
retary. 


1. Indicate the name of the city and state 
(in parentheses) in which a chapter is 
located. If chapter name is the same as 
the city, omit repeating it and indicate 
the name of the state on/y in parentheses. 
In order to conserve space, the state 
should be correctly abbreviated. How- 
ever, do not abbreviate Idaho, Iowa, 
Maine, Ohio, Utah, Alaska, Canal Zone, 
Guam, Hawaii and Virgin Islands. 


2. Eliminate “Miss” but not “Mrs.” This 
will set the pattern of inference that a 
person without a title is “Miss.” 


. When referring to The National Secre- 
taries Association (International) or the 
Certified Professional Secretary Program 
in the District News or in reports, use 
either NSA (eliminating periods be- 
tween the letters) or CPS (eliminating 
periods between the letters). 


Woe 


4. Remember when submitting material for 
publication that many activities being 
reported will have already taken place 
when the magazine is released. This calls 
for attention to the use of the proper 
tense. 


5. District News should have continuity and 
clarity, and should be written in an 
‘easy to read” style, eliminating items 
which are not of national interest. 


6. District News should be submitted on 
sheets 814 x 11, typed double-spaced. 
All news should be carefully checked for 
names and spelling. This is not the re- 
sponsibility of the editor. 


7. All material regarding NSA activities 
must be submitted through district re- 
porters. Chapter reporters should fur- 
nish carbon copies of news to their re- 
spective chapter presidents so that the 
president may check on correctness and 
also be cognizant of the job being done 
by her chapter reporter. 


8. Publication of material must be left to 
the discretion of the editor with regard 
to space available and timeliness of all 
material submitted. 


9. The editor reserves the right to edit all 
material but will retain a portion of all 
items so that the chapter name is in- 
cluded. 


10. Capitalize all titles when preceding the 
name. Do not capitalize when titles fo/ 
low the name. 


11. Words and phrases in a series: omit the 
comma before and—and or—when they 
connect the last two words or phrases of 
a series. 


12. Do not include items regarding birth- 
days, engagements, weddings, etc. These 
are of interest to the local chapter and, 
of course, appear in chapter bulletins. 


13. Do not include names of newly-initiated 
members. 


14. Special feature articles may be submitted 
directly to the editor but, for informa- 
tion purposes, a copy should be sent to 
the respective district reporters. 


Photographs 


. Photographs should be glossy prints, 
size 8 x 10. 


_ 


2. Photographs cannot be returned. 


3. Photographs must be identified on a 
typewritten sheet which must be attached 
to the photograph with Scotch tape pre- 
ferably. Paper clips and rubber bands 
often mark the photograph, making it 
unusable. Photographs should be wrapped 
in cardboard and properly marked for 
mailing. 


4. Photographs must be listed on a sep- 
arate sheet and attached to District News. 
The district reporters shall be responsi- 
ble for choosing not more than three 
pictures from among the ones sent to 
them, to be submitted to the editor. 
These should be numbered 1, 2 and 3, 
indicating priority in consideration for 
publication. The district reporters shall 
keep an accurate record of pictures pub- 
lished each month in The Secretary in 
an endeavor to give as wide representa- 
tion pictorially of the chapters in their 
districts as is possible. 


5. Variety of subjects: Chapters participate 
in many activities other than Boss Night 
and National Secretaries Week. It is urged 
that photographs of unusual and inter- 
esting events be submitted, particularly 
“international” activities. 


6. Consideration should be given to the 
proper type of background for photo- 
graphs. 


7. The final selection of pictures for pub- 
lication must be worked out by the edi- 
tor in consultation with the publisher's 
layout artist. 


Deadlines 


Deadline for material to be submitted 
to district reporters is the 25th of the 
month. 


Thus, material reaching the district re- 
porter by the 25th of September must be in 
the hands of the editor no later than the Sth 
of October in order to appear in the Novem- 
ber issue of the magazine. This will be rigid- 
ly observed to preserve timeliness. Try to 
keep material as current as possible. 
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BETTER LETTERS 


(continued from page 11) 


All of you have seen old-fashioned Vic- 
torian homes with their ornamental “pie- 
crust.” Compare this type of house with 
the sleek, streamlined modern models. 
Letters, too, should be stripped of “pie- 
crust.” There is, however, danger in put- 
ting too great an emphasis on brevity 
merely for brevity’s sake. You can easily 
run it into the ground and destroy good- 
will that has taken years to build up. 
Guard against curtness. Comnciseness 
makes for emphasis. The smaller the 
number of words used to express an 
idea, the more clearly the idea stands 
out. Keep your letter short. Perhaps one 
of the best examples of conciseness is to 
be found in the letter of Mr. Charles 
Dillingham, the great play producer, to 
a young playwright whose manuscript 
did not please: 


“My dear Sir: 
I have read your play. Oh, my dear 
Sir! 
Charles Dillingham” 


CONCRETENESS 

Clearly linked with descriptive power 
and vivid word choice is the sixth magic 
quality in effective correspondence. An 
idea otherwise vague becomes with con- 
creteness as sharp as a spike or as vivid 
as crimson and yellow. The quality of 
Concreteness can best be taught by ex- 
amples rather than by discussion. Con- 
trast the following: 


A quick shave OR A 70-second shave. 

Laundered sheets OR Crisp, snowy-white 
sheets. 

Our pears are good OR Juicy Bartletts, 
fine-grained and tender. 


Vocabulary and success go hand in 
hand. Strive constantly to add new de- 
scriptive words. Each of us has his own 
set of words which is like a bank de- 
posit. Each time you deposit a new word 
you increase your savings account and 
it bears more interest. Experience the 
thrill the use of a new word can bring 
to you. Experiment with your own sup- 
ply, increase it, refine it and use it! Every 
new word is another deposit to your per- 
sonal success account. A fresh vivid vo- 
cabulary is your surest weapon against 
stock phrases. Be alert to new words for 
they are coined each day. Stock phrases 
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are poison and: the ruinous enemy of 
effective letters. The archaic language of 
Grandad’s day is as old-fashioned as 
high button shoes! Free your first sent- 
ence from stock phrases such as: 


We have your letter. 
Enclosed herewith. 
In reply to your letter. 


Use instead one of these strong open- 
ings: 1. Show action has been taken: 
“We are sending the booklet you re- 
quested.” 2. Express pleasure or regret: 
“Thank you for asking about our Trust 
Department.” 3. Make a specific state- 
ment: “The balance in your special ac- 
count is $2,900.” 


Old style first sentences are like try- 
ing to “fly on the kitchen table.” Noth- 
ing will kill your letter more quickly 
than the use of trite phrases. They de- 
stroy the freshness of the sentence. 
Would you open a conversation with a 
friend by saying: “Replying to your 
statement of yesterday when I met you 
on this same corner, I would beg to ad- 
vise that I am of the opinion you were 
in error re the matter of the golf balls.” 
And would you say goodbye to him in 
this manner: “Hoping I shall have the 
pleasure of meeting you again tomor- 
row, I remain, Yours very truly!” Be 
natural! Visualize your reader and “Let- 
ter-talk” to him. 


CORRECTNESS 


The last “C” is Correctness. Errors 
are costly! Correctness is akin to good 
manners. What good mannerfs are to a 
gentleman, correctness is to the business- 
man. Mistakes must not be tolerated in 
writing a letter, either in the material 
you present or the manner in which it 
is written or presented. A little acorn of 
error can make a towering oak of 
trouble. Accuracy cuts the cost of letter 
writing! 

The aim of the good letter must be 
to help the person addressed. To this 
end use the seven “Cs.” There is noth- 
ing magic about them. They are simply 
the time-tested ways through which 
business writing has made itself eco- 
nomical, human, forceful and sympa- 
thetic. 


Completeness: Courtesy: Considera- 
tion: Clearness: Conciseness: Concrete- 
ness: and Correctness! 





Dates to Remember 


DISTRICT MEETING 
Southeastern District 
Florida 
Time: November 11-13 
Place: Lauderdale Beach Hotel, 
Fort Lauderdale 


REGIONAL MEETINGS 
Northwestern District 

Colorado 

Time: September 16-18 

Place: Hotel LaCourt, Grand Junction 
Nebraska 

Time: September 24-25 

Place: Hotel Fontanelle, Omaha 
Washington 

Time: October 21-23 

Place: Olympian Hotel, Olympia 


Northeastern District 
Region I 
Time: October 7-9 
Place: Hotel Syracuse, Syracuse, N.Y. 
Region II 
Time: September 30 - October 2 
Place: Sheraton Gibson Hotel, 
Cincinnati, Ohio 
Region III 
Time: October 28-30 
Place: Lincoln Hotel, Indianapolis, 
Indiana 


Southwestern District 

Arkansas 

Time: September 16-17 

Place: Marion Hotel, Little Rock 
California 

Time: October 8-9 

Place: Mayfair Hotel, Los Angeles 
New Mexico 

Time: November 5-6 

Place: Alvarado Hotel, Albuquerque 





Gracias... 


To those loyal NSAers who so 
willingly and efficiently cooper- 
ated with the editor in covering 
the Convention activities, my deep- 
est appreciation. 
JERRY HILL 
Editor 
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CONSTANCY, COOPERATION 
AND SUCCESS 


(continued from page 17) 


From a psychological standpoint, the 
certification of professional secretaries 
has great current value even though in 
terms of percentage the number is small. 
As a long range program it has great 
possibilities. 

Let no one get the mistaken idea, how- 
ever, that any select few, no matter how 
qualified, can succeed in raising all to 
professional level. It will take the patient 
labor of all secretaries repeating their 
daily tasks always a little better, a little 
more intelligently, to elevate the repu- 
tation of the group. Tirelessly, day by 
day, secretaries must work to raise the 
positions they hold to professional status. 
As the level of their performance is 
raised, so by degrees will the secretarial 
profession emerge. 

Established professions have three dis- 
tinct characteristics. First, they possess 
qualification requirements for admit- 
tance—an isolated body of knowledge 
acquired through specialized training. 
Second, they are characterized by a re- 
lentless drive for improvement, for prog- 
ress. Members evince an eagerness and 
innate urge to continual learning through 
experience and study throughout life. 
Through the medium of lectures, publi- 
cations, conferences and meetings with 
others of their profession, they gain 
benefits of wider experience, benefits of 
infusion of new life, new thoughts and 
new ideas. They acquire, and this is the 
third characteristic of established pro- 
fessions, professional attitude, a reflec- 
tion of mental alertness and interest in 
their work—an esprit de corps, if you 
will—a sense of upholding the prestige 
of their group—a standard of ethics 
which motivates and guides them to- 
ward desired goals. In their day-to-day 
work they are moved by a belief or 
creed which goes beyond their day-to- 
day work—one that gives meaning to 
their action. 

From my limited knowledge of your 
Association, I know you have already 
met the first and second prerequisites of 
a profession and judging from the prog- 
ress you have made on the third prereq- 
uisite in a comparatively short time, I 
will be so bold as to predict that before 


Thirty-four 


the passage of many more years secre- 
taries will be given full professional 
status, and this I would truly like to see. 

Some of my reasons for this desire 
stem from my position as treasurer of 
the United States. Each working day the 
federal government's typewriters and 
duplicators clack out four million letters 
at the rate of 159 a second. In a year’s 
time this swells to one billion letters 
with an average cost of one dollar a let- 
ter. In 1912 an average government em- 
ployee wrote fifty-five official letters. In 
1954 he wrote five hundred twenty-two. 
Some 750,000 United States employees 
are spending full time on paper work. 
As the years roll on, the federal govern- 
ment will require increasing numbers of 
competent secretaries to process this gi- 
gantic workload. 

And then again my duties as treasurer 
require that I have numerous contacts 
with bankers and businessmen through 
my secretary to their secretaries. I have 
found that if the secretaries are coopera- 
tive and competent, transactions are ac- 
complished much more quickly. 

I need hardly mention that a compe- 
tent secretary is a professional secretary. 
She somehow senses the purpose of each 
call and does her utmost to provide the 
answer. If she is doubtful about the an- 
swer, she looks it up or knows whom to 
ask. There's a rather humorous, though 
not meant to be, thought-provoking in- 
struction in “One Hundred Lessons in 
Business” written by Seymour Eaton in 
1887, that comes to mind here. Admon- 
ishing secretaries, he wrote, “If you are 
doubtful about a word, it will be better 
to look it up rather than make a blot or 
running line.” A competent secretary is 
one whose troubles never show, who al- 
ways manages to radiate secretarial sun- 
shine. As you can plainly see, I have 
some definite opinions on the subject. I 
would like all secretaries to be gracious, 
charming and thoughtful as the mem- 
bers and officers of The National Secre- 
taries Association (International) whom 
I have had the pleasure of meeting. 

In closing I'd like to pledge my sup- 
port to your efforts to secure profession- 
al recognition for secretaries — and I 
would like to urge each one to strive to 
elevate standards of performance and to 
cooperate with other secretaries in so 
doing, for constancy and cooperation are 
the secret of professional recognition— 
of success. 








HOW TO BUY STERLING 


(continued from page 15) 


It’s a good idea for the bride to have 
her favorite shop or jeweler keep a list 
of her sterling gifts. That way, when 
friends and relatives ask what pieces are 
desired, someone in the family can direct 
them to the shop where they can fill out 
the needed items in the same pattern. 
By this means, the couple's sterling treas- 
ure grows steadily without duplication. 

When you make your selection of sil- 
ver, have it beautifully wrapped, and 
present it to the bride. You will never 
need to enclose forget-me-nots. Your 
beautiful gift will be a lifelong remind- 
er of your thoughtfulness, a sterling rec- 
ord of the care with which you chose. 





Convention TEN in 
TEN nessee 


(continued from page 24) 


Special membership awards were made 
by President Cassandra Waterman to the 
individuals installing the largest chap- 
ters: Helen Carey of Everett, Washing- 
ton, installed the 16-member Everett 
Chapter — award accepted by Wilma 
Pitcher; Florence Litzenberger of the 
Scranton Chapter installed the 16-mem- 
ber Williamsport, Pennsylvania, Chapter 
—award accepted by Ethel Harris, past 


president of the Scranton Chapter. 


National Officers for 1955-1956 were 
installed by Past President Lilyan Miller, 
who received a standing ovation from 
the membership. The candlelight cere- 
mony duly installed President Cassandra 
Waterman, Northwestern Vice President 
Martha Rosamond, Northeastern Vice 
President Clare Jennings, Southwestern 
Vice Presdient Eleanor Lavelle, South- 
eastern Vice President Jeanelle Walker, 
Secretary Margaret Treanor and Treasur- 
er Helen Moe. 

Convention Chairman Irene Bryant 
presented the members of the Chatta- 
nooga Chapter who had served as hostes- 
ses. The entire audience stood and 
cheered the group for their fine southern 
hospitality and untiring efforts. This high 
note sounded the successful conclusion 
of Convention Number Ten in Tennes- 
see. 
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schedule my own work...so can you!" 
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“A secretary’s life,” cried Sue, “is often very busy + 
With typing, filing, phones, dictation — here’s one 
blonde who’s dizzy.” + A friend said, “Why not ask 
your boss to work my boss’s way « With Dictaphone 
TIME-MASTER.®* For that tip he'll hike your pay.” 
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“Just press a button—think out loud. That’s all he has 
to do + To dictate any time or place. Less overtime 
for you. * You’ll both work faster, easier, better. You 
never will mistake his words on Dictabelts, the plastic 
records that can’t break.” 
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Now Suzie’s boss has Ais TIME-MASTER, she’s a hap- 
pier “sec.” ¢ Her typing goes much faster and, it’s 
always right, by heck + Relaxed, she transcribes from 
clear Dictabelts as easily as listening to the telephone. 
Her work f-l-o-w-s pleasily. 
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“T schedule my own work; I’ve got more time left 
to help out the boss and learn the business and ad- 
vance,” you hear Sue shout. * TIME-MASTER on your 
boss’s desk will make your job as pleasant. + So mail 
the coupon for the facts plus this free, handy present. 








*The complete name is Dictaphone TIME-MASTER dictating machine. 


DICTAPHONE...FIRST IN SALES AND SERVICE OF DICTATING MACHINES THE WORLD AROUND 





DICTAPHONE 


TIME-MASTER DICTATING MACHINE 


DICTAPHONE CORPORATION, Dept. T-95 

420 Lexington Ave., inew York 17, N. Y. 

(] Please send me all the facts about how my boss and 
I can work easier and better with Dictaphone TIME- 
MASTER. 

And don’t forget to send, FREE, my copy of Letter 
Perfect—the 84-page secretary’s handbook. (Regular 
price: 50¢) 

Vour Name... ccccccccccccccccccccccccccsccccccccoce 
Where You Work. .......cccccccccccccccscccsssevcces 
Street Address. . 2... cccccccccccccccccccccccccccccece 


City & Zone.....ccccccccccccecs SIMO... ccc csccvsceces 
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DICTAPHONE, TIME-MASTER AND DICTABELT ARE REGISTERED TRADE-MARKS OF DICTAPHONE CORPORATION 





“MY BOSS 
AGREES 

WITH 

ME!” 


We both think our IBM Electric 
is the best thing that ever 
happened to our office! 
Typing’s a breeze now. It 

takes less than 3 ounces to 
work every IBM key—including 
the carriage return. My old 
manual required 2 pounds of 
pressure—plus 15 pounds for 
the carriage return. So I turn 
out my work in record time 
thanks to my easy-to-use IBM. 
No more piled-up work—no 
more tired-out me these days. 
See why my boss is happy, too? 


You and your boss can get 





more information and an 
IBM demonstration by calling 
your nearest IBM office. 





ELECTRIC 
TYPEWRITERS 














... OUTSELL ALL OTHER 


ELECTRICS COMBINED! 





